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ative Action, 419 Morrill Hall, Minneapolis, Minnesota 55455, (612)

'373-7969, or to the Director of thd"Office of Civil' Rights, Department

of Health, Education and Welfare, Washington, DC. 20201. '

earrrPOMPEOwiiiiii. ,

4wWW111Mterierrismescrer-i
argeicy nu deNTIMINNaMMerNMIT

ikaperreginimadavegorsipipsinw
R9e$PITgrefratre

Editor
Sue Ann Hollingsworth

Graphic Design'
Robert C. Nardo

/ .

'Vie Special Education Administration Program, University of

Minnesota,_is supported by funds from the Bureau of Education for

the Handicapped, United States Office of Education, Department of

Health, Education and Welfare.

The opinions expressed in this publication do not necessarily

reflect the positioa or policy of the Office of Education, and no

official endorsement by theOffice of Education should be inferred.

Printed in the United States of America



-September, 1973, the University of Minnesota began. operating
a=new raining program for special education administr s. Known
as the Special Education Administration Ttaining Pro am ( SEATP),

the project was a joint venture between two depar ents of the Uni-
versity: Departments-of Special Education dndOucational Adminis-
tration. It was supported by a grant from thOurea6 of Education

':,_for the Handicapped, United States Office of/Education, and by funds
from the University of Minnesota.

///
.

The program was designed to meet current, pressing need in
A MinneSota and also to serve as a mod that could be replicated in
:the training,of-administrators and Practitioners in other areas of
the human services.

The Special Education Administration Training Program (SEATP)
__was created as a competency-besed education program developed from

,a systemsnrientation model/to be used for continuing education of
professional administratbrs to promote educhtional effectiveness
and efficiency.

/
The participant's/instructional program requires the completion

of course materials appropriate to his/her needs, provides -periodic
`consultant assistance 1n improving performance, and allows opportuni-
ties for small group interaction and problem solving exercises.

As a result of needs assessment hctivities,',10e.course materials
are divided/by tabs into three self-contained curriculum areas:

Fiscal Manaeement,
Personnel Managewnt, and
Irogram DevelopMent.

Under each of the above named tabs, there are flirdier breakdowns of
the curriculum areas into objectives. Each, objective is a separate,

module which 1s color-coded in theNfollawing manner:(

Objective 1 White.:,

Objective 2--Pink.
Objective -3 -- Green.

Objective 4--Yellpw.
Objective 5J-;=Blue.

Objective 6-- Salmon.
Objective 7--Cocoa.

S
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Within each color-coded objective--which is numbered Internally--
thereds a preface,, a table of contents, a presentation of, concepts,
alterndtive Suggestions for methods of implementing the concepts,
summarized reading resource materials, and a reference list. ,The
participant uses only those mdterials and activities for each
objective on. whio.h a pretest has indicated his/hei performance to

`be below the criterion level.

Participants then complete an_exevcise demonstrating their
ahaplity tovimplement the concept as it applies to their jot!). These

exercises are assessed by field consultants who base their judgments i

on evidence that, the participant has correctly understood the cont
cept and application of the concept as appropriate to the partici-
pant's

-

'situation.

-After a participant satisfactorily eopOletes instruction in a
curriculum area, the assessment process is repeated, using posttest
versions of both. the performance simulation and the cognitive post-
test for an objective.'

a
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FORM APPROVED
,;OMB NO. arntotar

Part, I
All grantees with awards from programs listed under "General lnstructiohs" above respond.

2. Grant Number:1. Date of Report: _

41, 1976
' 3. Period cf Report: From:

Jurie 1, 1975
4. Grantee Name and Descriptive Narne.of Project:

)
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To:

. May 31, 1976
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Typed Nameof Project Director{s) Of Principal Investigator(s): Signature of Project Directo.r(s) or Principal investigator(s):

Richard Weatherman, Principal Investigator

Part 11 ("Accomplishment" Reporting)

A., grantees, except for those with awards under 13.443
_and 13.447 are to respond to this Section A. Grantees

under 13.443 and }i.447 go- to B of Part II.

The grant applic'ation for programs 13.445, 13.446,
I3.450, and 13.520 provded for the following, functions
or -activities czt.:,;oneal lie.ail.fies in "lie btdget and 1
narrative sections

Research and Deelopmeiti'
Dernonstration/S.e mce
Evaluation
Dissemination
"Insei-vice" Training

Programs 13.448, 13 451, and 13 452 do not usually re-
quire a breakaut since the pnmary function or activity is
intrinsic to the respecie;,e proeram.

For each ofthe above proerars, functions, or activities
(as well as those7)f special import for certain programs;
cgi replication. advt.sory councils, parent involrement)
discuss the objectivs's and suhoi'jectives presented in the
approved application, (in I:arra:be format) in terms of:

(a) Aitornplishrricents and milestones met.
(b) 'Slippages in attanatent and reasons for the slippages.

.

Refer back your application and utilize your quantita-
tive quarterly Prcjectiuns, scheduled chronolopc.al order *

and target dates. and Bata collected and maintained as well
as criteria and methodologies used to evaluate results for

, (a) krid (b).

Also tighlight those4ases of the plans of action presented
in your ar,e.lication that moved most suc..esSful. as--.....~; orvadramomorammaYIPM

OE 10 7 :,

41

well as those that upon implementation did not appear
fruitful.

Grantees finishing this portion of Part II, go to C of
Part II.

B. Reporting for Grantees under 13.443 (Research and Dem-
orzstration) and 13.447 (Physical Education and Recrea-
tion Research J.

Discuss major activities carriod out, Major departures from
the original plan, problems encountered, significant pre-.
liminary findings, results, and a description and evaluation
of any final product. Either include copies of, or discuss:
information materials released, reports in .newspapers,
magazines, journals, etc.; kapers prepared for professional
meetings; textual and graphic materials, completed curri-
culum materials and instructional guides, or drafts if in a
developmental stage, special methods, techniques and
models developed; tests, Icailies and other measunnLserv-
icesiused. ,
When finished with this nortion of_Part 11, 13.443 and,
13.447.grantees go to C of.Part II.

C. All grantee's are to respond to this Section C. Discuss

the following:

(I) Unanticipated or anticipated spinoff developments
(i.e., those whicli,!4. ,cre not part _of your originally

approved subobjectires, but ii.Mch arc conternidaled
within the purpose of the ..7,1itcation for the J-landi-

capped legislation, such Os new cooperative:inter-
agency 'efforts, a decision by rolunteer(s) to pursue
a career tit speeiql education, new public school pol-muiramm-=,



Fart 11,Sertion C, continued from reverse)

fey to integrate handicapped children into regular
classrooms, enactment of mandatory or other State
kgislation affecting early iducation, relevant new
course offerings at universities, etc.).

fij Where outputs are quantified in response to any pore
tion of Part II, relate qyantifications taii cost data

f computation of unit costs. Analyze and explain
'high-cost units.

(3) Indicate othematters which you would like OE to
knoW about (e.g, community responsep the pro-
ject, matters concerning the project's working rela-
tionship with OE, technical assistance of OE staff,

,or any other' relevant subject.)

Pah III

All grantees with apemonstrationf5ervice function,or activity are to complete Table 1. All grantees under 13.488 and
13.451, as well as those under other handicapped programs with a TrainingrInv rvice" Training.acthity are to complete
Table II.

. NOT APPLICABLE

Table IA
Demonstration/Service.Activities Data

Children

Enter actual performance data for this report period into the appropriate boxet: Use age as oP the time of the original alplica-
tion, or the continuation application, whichever is later. On lines above ltne 11, count multiliandicapped individuals only once,
by primary handicapping condition, and indicate the number of multpandicapped in line 12. Data for lines le through 11 are
for those directly served; i.e., services to those enrolled or receiving, major services, and not those nrrely screened, referred or
given minimal or occasional services.

Type of Handicap

Number of, Handicapped Served by Age .

Ages

0.2 --

,---
Ages

3-6
Ages

6-9
Ages

.10-12'
Ages'

13-18
Age 19

and Over

1. Trainable Mentally Retarded
- )

.

2. Educable Menially Retarded
.

'3. Specific Learning pisabilities -

. .

4. DeafBlind
.

-

,

,5. Deaf/Hard of Hearing - - .

6. Visually Handicapped

.

.

.

-
7. Seriotisly Emotionally Disturbed

.

....----
.

- -...

8. Speeth Impaired , ) ).. 4 ,-

1

9. Other Health Impaired
.

a"
.

10. Crippled
.

.

_

11. Total -

12. Multihandicapped - ..

.

If the data in the above table differ by more than 10 percent from the data originally presented in your approved application,
please explain the difference.

et,rw -4.2,41.1,404, r-C ,-Ir:..-anamte-m..

4

S.N.M.110010:341F-17

2
N4C1144...1-3444...44VORTPar



t

NOT APPLICABLE
Table IB

Project Staff Providing Services to Recipients in, Table IA

Number ,

Type of Staff P -time
. Full-time

.
- (As Full -tune Equivalents)

Professional.Personnet 1.

(excluding teachers)

Teachers _. .

Paraprofessional to,

NOT APPLICABLE,
° `TablerIC

If applicable: Services to Those Handicapped Not Included in Table IA
. .

Service Number of Handicapped .

. .
Screened .

talIgnostic and Evaluative
.

4.
Found to Need Special Help . .

.

Other Resource Assistance

Table II

Preservice/Inservice Training Data

Number of Number of Students Received
, Handicapped Area of

Persns Received Preservice Training by Degree Sought
Primary Concentration

lnservice Trai ing AA BA
.
MA Post-MA

. 'Multihandicapped
.... .

Administrition .
, 20 20

Earty Childhood
,

e
.

Trainable Mentally Retarded .

.
,

Educable Mentally Retarded .

Specific Learning Disabilities

.
,

Deaf/Hard of Hearing { fl
1

I.

Visually Handicapped

Seriously Emotionally Disturbed
.

Speech Impaired
. .

Criaged and Other Health Impaired
.

/
K

TOTAL 20 20

If data in Table If above differ by more than 10 percent from those.in your appeoved application, explain,
011111011Mr114.1411.10.+1711 r/....ta11141.1111weloMre. 4.milm.iNENIM..:., 11WINI.IL AY*

GE FORM 9031.1, 11/74 3
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PART ZT .4

NARRATIVE OF PROJECT ACCOMPLIS

Ni,, Special Education Administration Training

Program (SEATP)

f

. Objectives and Subobijectives
.

Previous repoirts have dealt with the project accomplishments of. FY 74
. 4

and FY 75. The first two years will be summarized here. The focus all:is

report will be upon specifies accomplishments of the third year objectives,

and upon accomplishments of the full project.

Year One of .the project (1973-74) was devoted to four main priorities.

The first of these was the devdlopment of a field centered, competency based

. .

model of education. A document, Speciar EducatiOd'Administration Traintn&

Project Program Description, was prepared to describe t9t model and is

dated September, 1974. e
The second priority of Year One was the identification of competencies,-

using.a procedure.described in the September document. The procedure con-

sisted of combined goal analysis, job analysis and an anthr4ological field

study. Competency statements were generated on the basis of these procedures.

The development of program, evaluation procedures was deferred priority.

An assessment model was produced as a second 1974 document.

The fourth priority'of Year One was xotpresent and develop instruction

for program participants. Implementation of this priority consisted of. two

major components: three workshops based an the initial identification-of,

obipctives; and the planning and development of field centered instructional

materials, assessment instruments (domain referenced test and si'mUlation)..

An interim evaluation report was prepared in February, 1974, describing



t. . ;

the evaluation design and the program description documents.

i
During Year One and caloinuing widt,development id Year Twp, the train-

.
- - I'

tag model was devised andlaborated.
.4^

In Year TwO (174-75), field text was begun of-the program Model, miter-

..

ials and assessment, syttem. The resultant model and the Special Education

Administra- tion Training Program SEA )will be described at the end oflpis
_

. -

narrative as product of the total thrie year'project.

-- previouslyreviously reported and therefore detailed here at Some length are
s

the objectives land accomplishments of Year Three, ,FY 76. The objectives'
. .

given below are organizdd by quarter' as was done in the year's grant appli-

cation. Only those objectives which were approved by the granting authorfty

are covered'in this report.

'Summer, 1975 4

Objective: tntinue to-croordinate field instruction;-and deli-very

in pilot applicatiod.

Objective: ,COnino in Minnesota, modification and refinepent of course

s.
'material delivery and assessment syStems based an feedback.

Objective: Begin utilization of anthropological study results as ready.

Objective: Conduct soak analysis, job analysis and begin,anthropologiCal

study.

Objective: Finalize total project timeline.

(a) These objectives =sere met by f10%gioject. Much of the.activitx

was in the second objective, that of course todificition and

refinement. The anthropological study was available in the

form of a prospectus andbaciWrounding which was useful in

structuring some of the other approaches to jat description

(goal analysis and job analysis).



(b) Slippage:, Th0 overall project timeline was not finalized

during'this quarter buy rather in 'the succeeding quarter.
)

Fall, 1975
.

Ob ective: Plan for second pilot implementation of course materials,
..

assessment sysm and delivery system.
.

bb edtive: Continue pilot delivery of instruction in Minnesota.

Ob ective: Modify instruction, assessment system and delivery system

based upon fitst year feedback.

Infective: Continue utilizing anthropological data as report is *cOm-..

pleted:

, 4P
(a) The objectives listed for the fall quarter were also attained.- #

Arrangements were begun with,,the Mankato and St. Cloud State

Universitl.es withtuerdto the second pilot implementation.
41-

Frel& -delivery of- ins truc tAon continued -with extensive .

vidual consultation being given to`the 20 special eddcation.

aaminigtrators in the pilot' group. Very extensive modification

of the SEATP systeM /instruction, assessment and delivery

#_
systems) was begun and carried forward 'iii the succeeding

quarter. Reference will be made later to the final results

of this modification.

(b) Slippage: The finding of the anthropological study were not

made available to the project due to difficUlties in insuring

the adequate safeguard of this data. The effort was even-
.

tually terminated, although substattial insight was gained

41'

and was incorporated into dther approaches to job descrip-

On 1'

41

I I:
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. .

...
. .

Winter/ 1975-76
-

'

,

- . 7 I , .. I , .. / ..

Objective: CompleteMinnasota.Anthropologicai.creport arid utilize for1
- .

'competency validation 75:, as data .four ihstruction and simulation.

I
.

Objective: First, grO2,11&ofpraftiopabts arduld-complete pilot test of . .

, .

.
.

%instruction near` end of 'this period;
. ', * #

s. .

4
(ft) Instruction aftd assessment with the pilot group of participants.

..

1
-- :

was the major achievement of this quarter. During the projedt
r /'I 'ft, , 0

, year, field instruction was carried out by individual,conta=
4/.

Cation. In addition, three astembled-imrkshops were held with
. 0

the partiCipants, one workshop each on fiscal, personnel and

program,planfting compedkies. there were some unanticipated

aqd beneficial, spinoffs of this as bill be.noted in C below.

Additional modifications were made in thecaourse coltie4t and

4

. ,particularly in improvement of the assessment system. theme
-

assessment system developments were sufficiently siilificant

as to warrant- a separate description which is appended' to .

this .reAvrt.

la
(b) Slippage: Further work on t e anthropological study was not

carried out as is noted abov

Spring, 1976

Objective: Materials will be duplicated after appropriate review..

Objective: Minnesota course authors will complete modifications.
.',

.. .
.0 .

.
.

Objective: Materials will be duplicated in quantity aft.r appropriate

.,,
:

. .

.review.
,

Objective: .Minnesota question authors will complete their work and
6

. i- .

questions will be entered into system after appropriate staff review.
ti

Objective: Write yeaily report.
0, . .

(a) The several objectives that relate to completion and reproOuc--

I 4,
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tion of the materials were met:' The authorsof course materials

:andquestions!completed their work and the review and editing

was carried out._ fhe resulting doCumentepresenting,one of

the major products of .this project, is appended tO thisreport as

a participant's notebook:. ,This document, divided into three
t .

major sections (fiscal management,:personnef.,management,program

- idevelopment), s-so arranged that the part Useeaoh

,section t dgresponds to a c ompetancy,asidentified by
.

teat: n additiOwto the material reproduced or referenced
- -4\ .

in the course notebook; appepded to thip report, the project

produced a copputer managed pool of assessment questions that

are stored on magnetictape. 'Fbr eaoh,of objectives'indicated

0

in the course document, 50 questions are in the pool and are

drawn upon randomly and in a quantity determined by the pretest.

(

A Baysian kogram determines the number of questions to be used

oposttSst or any successive resting of cOmtence. Thal

objective regarding the yearly report is met in. the portion of ,

the final reportthat relates to project Year Three.

B.' ", (This narrative section would apply only to grants under-:'13.441 and

13.447.):

21
C. Other outcomes an_d deVelopments, re

; .

A number' of other-matterg:relating to the SEATP Projedt are /orthy of

note.

(1) Sphoff developments
) 0 .

There were_peveral spinoffs from the SEATP activity. Those
--.,--

, ,
"

,.....,;,

.

. . tfiat were primarily localvill bedescribed'firit.

a. All 20 members of the pilot gr9up of, special education adminis-
.

,.

-4
ti

,
4

I

r7 r 4r.
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trators have been certified as supervisors of special education.

by the state of Minnesota. Whfle tHis kind of recognition was
4 ,

project effectd,'it was notwithin, the expectations of possible

a speCifioally planned objective.
! 4

It is interpreted as evidence

that the BEATP met one of the ihjor tests ants utility and

. c
credibility.

b. About 1/3 of the participants in the pilot group. have enrolled

is graduate degree programs in specibleducation. This,

ment is not required for' their credentials and is interpreted

4

as- evidence of interest and personal. dedication to continued

inservice training.

c. During the course
k
of the project, approximately 1/3 ofJthe par-

1

,

ticipants have been promoted in theii work, some of them into

administrative-positions in general education.' This moves,

trained personnel and those with an,orientationto taireduca2'

tlonal needs of the' handicapped into positibns of increasing

policy influence.

d. On their own initiative, the pilot participants. organized them-.

selves into five regional groups for the purpose of joint study

andinutual support. This facilitated.field instiction and

should be cdnsiderpd A's a possibility for replication.

e. The states of Mhssachusetts, Arizona, Vermont and Washington '

have shown interest in replicating the SEATP'andHparticipating

in further'field testing.` Definite replication plans are.

4

being worked out with the state of Massachusetts.

f. Beginning as a working paper of,the.proluA and passing through

I.

ti 1 4
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a second editing and a second'printing of 500 copies a project

publication entitled Competency Based Education: A Generic.
, 9

Maldel has been produced. This publication has brought about

a number 6f contacts by persons interdsted in applying the

model. Noteworthy has been the invited participation of
,

project personnel in receiving a gift from eimgovernment of

Moiway to the government of.the United States in the amount

of one million kronei ($200,000). In turn,Fresident Ford

delegated the gift to the Vinland National Center, a planned

facility in Minneapolis that will emphasis h4althful living

for disabled and retired persons. Continued participation

is anticipated, including application of the generic model.

g. Other departments at the Uni;mrsity of Minnesota (Hospital

Administration, Public Health, and Adolescent and Child

Psychiatry)'have worked with project staff for the-purpose of _

translating the generic model into their on training of-

,

administrators.

h. The model has been incorporated into a university course on

early childhood education.

(2) The project output is not quantified into cost units.

(3) Other 'matters %.

Among the spinoffs indicated above, two .of the most noteworthy

4 1

are (e) planned replication of SEATP and (f) partition in the

Vinland National Center.lIn addition, project staff have given

technical assistance related to to to such organizations as

the National Association of State Directors of Special Education.

.1 5



4

FISCAL MANWGEMENT

4'' Objectiv11

,

5

.

I:

/ 0'
-

100 0. slittarsSe001 ancr&elit
Neei.40021 Stb,110MinAlklISCSSMULarguarrarilealrmalivilletlrelossic
3111007*.7.74 111154%184,IMSWIliThIMEntw 1.4 .,..
IMPAtial IL %SLUM LLBCOmmA00 .10

.
aim-wire 14..

r- ,_ 00.00
:. v. si.r.il-.0.3mas
,,, ZILryk01111:1[1:1:113: % VII:. foga

- &NUL C WC 11:11:.11CL

'. 8 3.0 I. i: 0111,100111,10110.11111111S
MN elli%4W013 \ C10ix

re 1 1 iAtTIIMII 'MOM
4 . , en... %%%%% 11:101i

'1' Clo%011ANWAIIANCIZEI4
''7kihhrlit " S

4,0±11,1 a s
,a-. SlirliSESS

A'44ki
41 i

a

SIAM

4tri

isk

-.t

ti .5

6,001/000
0 400

.rm. Met Ig0IM"W
.0100. 1: Va. S. 0$"0

0:11 11.
Nal ar

4.4,

/

Special Education Administration'

Ivaining Provaim

College of-Education'

University of Minnesota.

SM'aMis
1



COURSE AUTHORS:

Mr. Roy Anderson-
Federal Ptograms Administrator
Special Education Section
Minnesota Stale.Depa tmentof
Education , 6

St. Paul, Minnesota

Mr. Dwight P. Maxa
Federal Programs Admi istrator
Becker-Clay County'Sp Oa'
(Education Cooperative
Auddbon, Minnesota

Ob.

L

a

Dr. Donald Wahlund
Director of Finance
Minneapolis Public Schools
Minneapolis, Minnesota"

Dr. John Young
Director of Business Affairs

.Hopkins Public Schools

Hopkins, Minnesota
/

.vm

101

An-Dr. D nald Zahn
Dir ctor of Business Affairs
Wes St. Paul Public Schools

West, St. Paul, Minnesota

//



-5

e

PREFACE

FISCAL MANAGEMENT is one of the three courses in the Special
Education Administrator Training' Program. The training was developed
as part of a three-year project, and thisiis'the first application:
of the competency -based education model./It is designed so that
revisions cpn be made according to objedtives and the instructional'
needs of the participants. 'The student,. course author and pre/pbst
test assessments will contribute to the evaluation of )his material.

The competency areas for the fiscal management course were
empirically derived from the job of the special education administrator,
And although additional competencies may be needed in a specific
position, the folloWing area were determined essential for your
performance on the job:

Sources of Revenue 0,

Budgeting Expenditures
Managing Funds
Recordkeeping "And Reportitig

tr

Each of tile aeove has been independently dedifad so that the
fisdal management course can be tailored_to meee'your needs. In

addi5ion,-the competency areas contain thy necessary materials four
instruction -- including courseauthor mater=ial, written questions,
evaluation; sample forms, and-required.readings.

Any questions you-lave or problems you encounter with the in-

! dtructional taterial should be discussed with the field consultant.
This will facilitate your learning and provide input for modifying
the instruction to better:,meet your needs as a special. education
administrator.
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SOURCES OF REVENUE

The purpose of th1s section is to give you some insight into
who pays,the'bilI and how they'do so. It also describes the source
of this revenue, flow through funds Cfederal, state and
and some regulators of this flow.

There is a real frustration in wanting to do a good job and
being limited by what can, be financed in a given period of time.
If you think it over, you have the same kind of restraints in your
personal'life as-a school district has with limited resources.
However, to know these.limited resources, you must know what sources

are available. The following material will do just that.
ti

All of your required reading materials are included ln these
pages. It should benoted that the material is intended rtk_be con-,
cise and directed toward administrators working specifically in
special education. For additional information regarding general
background in school finance, you should pursue the broader area

of public finance.

PRINCIPLES-OP FINANCE FOR SPECIALEDUCATION PROGRAMS

1._ NATURE OF PUBLIC SCHOOL FINANCE

Because of specialization, one generally th of4ducation
and its financing as separate entities. This is to some extent,

but the roots of special education school finance e based on the

_j broader area of public finance.

Since, the federal constitution is mute regarding public educa-
tion, this function is oftentimes conceded to'be a basic responsibility

of the individual states. Despite this uninvolvement, a good case

can be made for federal support of educational activity. In fact,

the federal government has moved in that direction in recent years.

Although federal participation in public Schd'ol financing is relatively
small, in terms of the total picture its impact on individual school

' districts can be very significant and may ftt represent a potential

for the future.
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'Public school districts are products of the state. State laws
give them their existence, their authorities, and their limitations.
Its important to recognize that education is one among many functions
or services competing for limited resources of the state and local
governmental structure. Thus, the pure mechanics of public school
'financing is only a part of, and subject to, the general".social and
economic concerns of public finance.

Minnesota school districts have two major sources of revenuer
those in the form of state aide and those coming from local. property
tallkion. Minor sources.cof revenue include federal aids, county aids, +

rental and fees, investment income, and nonresident tuition. Receipts
from the sale of bonds are not classified as a revenue, but these funds
are the major financing mechanism for new building projects. While
there will be some variations among districts depending on program,
a typical funding pattern woul3 be as illustrated-below,
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*The state does not provide aid programs. However, the state does
participate in payment of property tax levies, and the receipts are
classified as 'state aids.
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2. FUND ACCOUNTING --DEFINITION AND USE

Governmental accounting systems should be Organized and operated

on,

with
fund basis. A fund is defined as an independent fiscal and

accounting entity a self - balancing set of accounts recording cash

and/or other resource's together with all related liabilities, obligations,
reserves, and equities which are segregated for the purpose of carrying
on specific activities or attaining.certain objective& in accordance
with special regulations, restrictions, or limitations.

The diverse nature of governmental operations and the-necessity
of deprmining.legal compliance preclude a single, unified set of
accounts for recording and summarizing all of the financial trans-
actions of.a governmental unit. Instead, the required accounts are
organized on the basis of funds, each'of which is,completely indepen-
dent of any other. Each fund must be so accounted for that the
identity of its resources, obligations, revenues, expenditures, and
fund equities is continually maintained. These purposes are accomplished
by providing a comPIete self-balancing set of accounts for 'eat': fund
whichsho4 its assets, liabilities, reserves, fund balances or
retained earnings, revenues, and expenditures. This requireient of a
complete set of accounts for each fund refefs to identification of
accounts'in the accounting records and does not necessarily extend
to `physical segregation of assets or liabOities. For example, it
is not essential to have a separate bank i?cornt for the cash of each
fund, unless such, is required by law, bond inaetture, or other con-
tractual agreement.

3. BURKE'S PRINCIPLES

Special educationachool finance is a subdivision of the broader

field of publiC'finance. However, there are special areas of concern
pertaining to school finance which should be recognized. Burke (1957)

classifies these areas into the following groups of principals:
government responsibility, decentralization, initiative and adaptabili-
ty, equalization, fiscal independence, and state supervision.

Although these principles-stated by Burke in 1957'are still
applicable today, many new factors now exert considerable impact on

public schooljinance. For instance, while the principle orequali-
zation remains a desirable goal, the .concept has undergone significant

.changes in recent times due to recent court decisions (see subsection d).

The following material (subsections a-f) will review current trends
and status of pubic school finance in Minnesota school districts and
will discuss these developments within Burke's broad principles.

a. GOVERNMENT PONSIBILITY. PA1 historical development of education

in the United States plated the bW4c responsibility for education
with the individual states. Related to this arektwo issues with which

FM I-3
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Biirke concerns him8elf--t4 role of church and,pthei private schools,
and the need for federal sovernment paYttcipation in school financing.

Inflation, growing educational costs, and their resulting impact
on tax resources have tended to increase preoccupation with nonpublic
school issues. For'inStance, church schools were usually able to
operate at alower cost with no drain on the tax dollar; that picture
has changed drastically. P.s the church schools found it necessary to
hire 'more layspersonnel, new concerts'arose.' These concerns focus
on how the public school system might handle the financial impact
should private schools be forced to,close. Furthermore, while direct
aids to_parochial schools are unconstitutional under the federal consti-
tutlerarid many state constitutions, means are being devised to offset
parochial unit costs through the "child benefit",and "general welfare"
provisions of -those constitutions.

The question of federal participation in the financing of public'
education no longer centers on whether or not federal appropriation' s
desirable. Today, issues deal with the method and scope offederal
financing. At the present time, the federal input is relatively small,
and the primary source is categorical aids. The importanefact,' however,
is thee the trend is toward increasing federal money contributions.

Significant steps in this direction were taken with the National Defensi
Education Act of 1958 and the Elementary and Secondary Education Act
of 1965. Both of these programs fund categorical services. As indi-
cated by the proponents of increased federal funding, the federal

government' collects two-thirds of all taxes, yet pays only 6 percent
of the cost of,education, Besides, the federal tax system.is viewed
as the only tax structure which isbroad enough to collect the large

'amounts of money needed for public education, and the federal income
tax is less regressive than_the local property tax. Thus, if the
principle of equalization is to apply on a-national level., the

proponents of increased federal funding argue that this will have
to be accomplished through some form of federal foundation program
aid.

b. DECENTRALIZATION. Public education in Minnesota, as'well as in
most other states, is decentralized through local school board's add

.

distr cts. Local school board members are viewed as state agents with
specie chides and responsibilities. This structure allows them to

A oPerae relatively free from political pressure but still recognize
the uniq e requirements-of-public education, as,compared to other
governmental functions.- Public education must be responsive to local
needs.

The major problem of decentralization deals with its size
scope, and current efforts to consolidate' school districts are aigkd
at'solving this. Minnesota reduced the number of its school districts
from 7,685 in 1940, to less than 450 in 1974. A district should be
large enough to offer a complete educational program, yet should not

e".
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be so large as td preirent lozil responsiveness: From the fiscal view-
Paint, a small geographical bize may provide a vety restricted type of .

tax base, while a larger area tends to'yield a tore adequate and , '

diversified tax base.'

,

c, INITIATIVE' AND ADAPTABILITY. Of all the principles outlined by
Burke, the area of initiative and,adaptability,seems most infringed

, upon by the-present trend ,of pubric'school financing in-Minnesota.
This principle asSumes a standard Okgood,'"average" schools. It

permits some school districts to pride opportunities well above the
florin' in order to provide a stimulus for raising the average, and it

encourages' high expenditure levels which do not 'make the fiscally
able conform to some norm. In contrast, the current Minnesota system
predetermines a fiscal average and directs all districts to the level
of that 'norm. Noted later, {subsection d), this procedure' was stimu-
lated by recent courtisions hat./ a national trend.

p The decentralized structure of public education Provides a frame-
-,

work for local decisiOn*011giand this periits a degree of initiative
and adaptability. HoweVer;.' this option must be exercised within the
boundaries of fiscal restraint: This situation presents some form of
dilemma to educators. They are constantly urged to providei innovative
-and exemplary programs yet,often reminded that they must operate
within a restrictive fiscal policy.

In the past, efforts to finance abetter educational program Caere
made possible because local school boards were able to,set property'
tax' levies. This ability to tax is now restricttand has beet

incoordinated with state aid levels to limit the mum'resources
available to school districts. Only those districts below the
`fiscal average may receive additional aids. Although the law
provides an exception to these restrictions in the form of a local
referendum to increase,tax levies, most attempts to use this means
have been unsuccessful.

Taxes, in general, have never been favored; and the property
tax, specifically, has been sublject to a Feat deal of criticism.
Regirdless of its faults, the property tax remains the most practical
means of local fiscal support to the=school districts, While there
-a4g some exceptiotsft local school boards generally set their tax
le:vies in terms of dollars rather,than mill rates. However, the
basis used in determining the dollars available for levying is a
prescfibed number of mills per present statute. In Minnesota, the
dollar levies are 'certified to the county auditor, Who4etermines
a mill rate by dividing the dollar levies by the assessed valuation
of all taxable property contained within the'schpol district
boundaries. The mill rate is expressed in terms of one-tenth.ofa.
cent per dollar of assessed valuation. It is merely a mathematical
'factor used to apply the tax rate to-individual pieces of,property.

R4 I-50
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07 d. EQUALIZATION. It is obvious havethat all school districts do,not h
k#

equal 'fiscal resources, thus the idea of equalization. The basic idea

of providing some wans_pf equalization has been around for a loug time.
-Minnesota made=its firsk attempt at fiscal equalization in 1915 when
-it provided funds; known as supplemental aid, ta school districts with
low vablation and high tax rates:

Burke - (1957) points -out thebarriers'in attempting to reach de facto -,

equalitationl'pen where dollar resources are' identical,. can ,

jne no guarantee.of absolute equality, efforbb'or oppoftunity. Also,
.

the idea o! totally mainfainedrquality excludes the,pgssibility of
-"competitive betteTmentt" It ae, perhaps, for there reasons that
programpt equalization thibugh a' la elm foundation program found

acceptance for many years" The'foun tion program for public school -

aids in Minnesota wa adOpted in1957; In brief, thepTograM provided
.astatedamount per pupil in average,daily attendance lesi a calculated.
"local effort" based on local district property valuation. However,

to meet needs beyond this minimal provision, local districts were
usually allowed to'fax above'thia level. The courts have since

concluded that optimal equality isnot achieved throUgh this'approach

(Johns, Kern,-St Jordan, 1972). A striesof court decisions, spear-%

headed by the Serrano and Rodi,guez cases,'indicated that a-child's

educational opportunities.cannot be dependent upon ,he wealth of

his sChool district. These court, decisions also presumed that

'educational equality is positively related to spending equality.'

MAjor changes have been made in the Minnesota state airprogram

beginningith the 1971 legislative session. Although the foundation

- program still exists,,itnow directs all districts toward a pre-
idetermrned.ayerage amount, of resources. for general program purposes.

Levy limit walls, placed aTeoni Capital outlay by the 1971 Legislature,

ere limited further by the 19?-3 Legislature. ',The 1973 Legislature

=also equalized bus transportation levies and t k further action tc;

restrict.orificant income sources not cohered y the 1971 action.

.

,

'e. FISCALINDEPENDENCE. Fiscal independence r ersto independence

td school districts from review'of their actions (usually fisdal) by

other iigenbies. This is not a.current problem in the state of Minnesota.,

In fact, moat Minnesota school districts are classified as Independent

=School Districts. The practice of fiscal reviewhowever,,has A.

negative badtground, especially.in reference tocity school districts..

WIR 4 the past movement against fiscal independence was led by a group

of political- scientists wIio felt that the effect.Ofschool district

taxing power should be coordinated with the'effects of Other local

taxineWts. This has resulted, at least in parts, -.to the present

system of fiscal monitoring by 'tile state education,agehey.
,0

In some a teas'Of the country fiscal indeiendeince is not so vs

Prevalent, school districts must'tske their annual budget to the

electorate for appro./al, In Minneitta 'the only fiscal issues which

nust Be brought to e vote of the people are bond issuekfOr builiontar

. .
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IV programs and a referendum to exceed taxing limitation. It should be
notes that the state legislature has placed a great deal of fiscal
restraint on Minnesota school districts since 1971. As a result, the
State'Department of Education has added the.roles of review, guidance,
and control.in relation to the local district's. They have been
handling these responsibilities in a manner that assists local
districts to meet their financial requirements.

f. STATE SUPERVISION., Burke (1957) discusses various types of state re-
views and controls in the prindiple of state supervision which include-the
,following: taxing limits; budgetary review; mandatory legislation;,
state approval of expenditures; debt limits; and preaudits. All are
strong restricting measures, but not 'all are in force in the state of
Minnesota.

,,

Minnesaa school districts are not subject to preaudit or to
budgetary review in the sense, that Burke suggests. The State Department
of Education recently discontinued a report form which asked for annual
budget figures. When it was in operation, the form was used as a
reporting and. not a controlling device. Although there is.'a law which

requires school districts to publish a summary statement of their

A
budget, it,may not be quite accurate to view such publication as a
serious control since it is not understood as such my many. By like
token, the state is not involved in approval of expenditures. Some

individual programs are subject to preapproval in order to qualify
for aids; however, no formal process is in existence for expenditure
approval other than the normal post - audit.

.

t. V
The three controls very-much an actuality in Minnesota are

1/1r.
-mhndatory legislation, tax 'levy and debt limitations.

Mandatory legislation can be a control that poses serious problems.
This As especially tine with the ne,limitations'on resources imposed
by the 1971 and 1973 Legislatures. If a newly mandated prograi is
enacted without additional forms of aid to cover its:cost, the local
school district is forced to reduce some parts of its,existing school
program to finance the activity. By-placing levy limitations on
school district§ _(which also quite directly affects expenditure levels),.
the leiislatute isindireCtly forcing school dist44.cts to develop
educational priorities and formalize cost-benefit relationships.

Tat levy rimitations and debt limitations are discussed later in
greater depth 6SectionkB2), but it will suffiCe to note that they are
basic to fiscal procedure in Minnesota school districts. Also, the

(' tax_levy limits are the most restrictive elements in the fiscal scene
\ today. '

l.
.., 4 .
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SPECIAL EDUCATION. BUDGETING RESOURCES

1.-,.AIDS FOR SPECIAL EDUCATION I

r.

a. STATE AIDS AND TUITION._ Special education aids are paid only

on-programs approved by the State Department of Education. State

aids partially reimburse sphool districts for costs'incurred in
conducting an epp4oved pr6gram of special education. Basically,.

they apply to instructional costs for salarieil, equipment and sup- _
plies, examinations, contracted services and i4esidential placement.
The following material provides an overview on current special

education funding Oidelines.iw

The maximum reimbursement for full time teachers is $10,000.00

' for the regular school year. This will affect,the special education

.
aids generated duringthe current school year and paid during the-

next school year.

The state will also assume the full cost of the education of

a handicapped pupil for whom parental rights have been terminated

by a court order or for whom no district of residence An be deter-
mined providing the pupil.resideafin a state institution or a

lictnsed residential facility. This does not include pupils resid-

ing inai.foster home or a foster group home. School districts will

generate aid on such pupils during the currene school term and will

,;be reimburse8 for the remaining costsafter other aids are Paid

during the next school year.
,

School districts which assumecrthe costs of trainable mentally

retarded pupils for.whom parental rights have been 5orminated or

for whom no district of residence could be determined.residing.in a

state institution or a licensed residential facility during-the

cdirrent schoorterm will be reimbursed $559.00 for each such pupil.

served. Payment will be made during the next school term.

The state will pay transportation aids directly to school dis-

tricts providing educational progragis for,nonresident handicapped -

pupils residing in state institutions rather than to the school
district1of residence of the pupils. This is effective for aids

. paid during the current school, term in accordance with present

legislation.' This law is too complicated to becompletely ex-
plained; however, the law briefly' provided for the following:

ei.
The lap presently provides fbr the state to asplfte 80 percent!

of all transportation costs with no limit for Minneapolis and St.'

Paul on a current basis. All ofkr,schdol districts will be paid
the differencelbetween the !per pupil income from a

{on the district EARC valuation and the average per pupil cost on

a &irrent babis. The Average per pupil ,dost for each districti.A*

calculated according to a formula which i in effect, places a limit

on such, costs. For example, transportation aids paid in 1976-77

aid be_htsed on 1976-77 transportation costs.

*

..4
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When a pupil is epr011ed in a special class in a school district
other than his district of residence, the school district. providing the
service makes-a tuition charge to the,chitd's resident district: This

r tuition charge is not reimbUised. The special education reimbursement
is paid only to the district providing the s rvice;"however, the child's
resident district benefits since the reimbu ement lowers"the tuition

01' charge. The resident district continued draw the foundation aid.

- The tuition fate to be charged for any handicapped child shall be
the actual cost of providing special instruction and services to the

. ) child including allloroportionate amount for capital outlay and debt
A41k service minus the amount of,,aid for handicapped children received on

behalf of that child.

b. FEDERAL AIDS. The use of'federal funds requires completion of'
certain report fOins. While the fiscal nature of these reports may
seem of secondar# importapq0, they do have a legitimate purpose. Reports

assure uninterrupted tunding of work and account for any afid all ederal

dialers expended. _Fiscal reports for all federal projects are b sically
the same.- Consequently, if you have followed any single program through
fromrstart to finish and filed the necessary reports, yo&have gained '

useful experience.. .

L STATUTORY LIMITATIONS

The 1971 Legislature greatly altered do' tax,levy limits as a
result of strong taxpayer concerns. At the sage time, a series of
court decisions (See Section A3d) put a new definition on equaliza-
tion which strongly affected, the Rim of the new legislation. All

school districts were toobe headed toward a state average.

In order to undersband the situation, it is helpfUl to view a
simplified framework of,a school district's fiscal structure:

state and local financed maintenance cost, including most normal
general operating costs of the district except as noted

general opetatiti coots excludedrom state and local maintenance
costs are Primarily community services and federally financed programs.
An attempt'is made to approach net cost by reducing expenditures to
the extent that they are aelf-supported by receipts from lunchesr
materials, school auxiliary activities, etc. .

transportation costs, which have been stated separately because
of the variability,ofthesecosts among school districts,

capita/ outlay costs
debt service costs

The,1971 Legislature Attacked the problem from several angles, And
only debt seriice,was left without some tax limitation action. Debt

service varies among districts and entails the legalities of a commit-

ment to pay. The level of total debt itself has a limitation which is

1'
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expressed as 10 percent of the actual market value of all Table and
exempt prbperty within the district's 'corporate limits, certified

by the county auditor.

The capital outlay levy was limited to an increase of two Equali-
zation Aid Review Committee (EARC) mills above the previous Year's
levy to a total of eight EARC mills. The purposes for which the money
might be spent was restricted.

Transportation costs were removed from the General Fund and
funded separdtely. A separate Oki levy was authorizekijor trans-
portation with, only a loose restriction that the levy reflects
estimated eligible pupil (living one mile or more from school)

costs, less state reimbursement, No provisions were Nide for
ineligible transportation costs or for excess costs in the are of

general operating costs which were excluded from state and local

maintenance costs. Since federal programs have their own aids,
the effect,of this action wes to leave the'community service'
activities unfunded except receipts from summer school aids and
adult educAtion fees.

The state and local, maintenance cost information waa compiled
based on data from its two major resources: property taxation and-

state foundation aids. ?All school districts-in the state were
classified as low cost or hi4p cost districts, in relation t6 their
1970-71 maintenance costIper pupil unit as competed to a level of

$663.00 per pupil unit.

For 197273, all districts were allqwed to increase their
resource level by $87.00 to a level of $750.00. "High cost" districts

were allowed to grandfather their excess maintenance cost level as a

constant amount, less handicapped aids ,'Low cost" districts were

allowed additional financing to perthietbeir movement toward%the
.predetermined average level. For the1913-74 fiscal year, this

level was set at $788.00. The attainment of these levels was
permitted by a tax levy limitation ot 30 EARC mills or "high cost"

districts and a proportionally lower limit for "look cost" districts

with the difference betng provided by state foundation aid.

It is important to note that these are not restrictions on

spending per se, although they may imply restrictions on availability
of resources to spend. In this application of the 1971 legislation,
the format controlled only the major revenue sources. Categorical

aids (other than handicapped aids), aids in-lieu of taxes, and
mAspellaneous income sources were not applied to the concept., The
1973 Legislature- further stressed. limitations in the same direction.'

Capital outlay tax ltmitations'were further restricted or enhanced
(depending npon the nature of the district) by stating the limita-

. tion in the'lesser of either $65.00 per pupil unit o 10 EARC

Transportation was "equalized" by a consistent one N. mill

levy-limitation plus estimated net bus depreciation, with the remainder
of eligible.costs to be provided through state aid. Generally, it

FM 1-lo
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canetle stated that nb real proyision was, made* for covering ineligible
transportation Coststajthough a token appropriation of $71201'000 was .

made to cover transportation of ineligible elementary students because
of extraordinary traffic'conditions. State aids for transportation
for 1974-75 were restricted to the lesser of actual .cost and 110
percentof 1972-73 average. cost.

Community services received some consideraS ion at the 1973 sesstea,..
A school district was permitted to levy lap to one dollaf per capita for
community services, if it established a'community school advisory council
and had such cogntil appro;.red byZthe State Department of Education.,
This may or may not cover program costs, but it did receive some
recognition in financing. 1

,In the area .of state add local maintenance'cost, some minor
revenue items were repealed. The aids in lieu of taxes were started
on a phase-out schedule, and the high cost district grandfdther levy
was started an%t long -range elimination schedule. Financing levels
were set AA820.-00, for 1.974-75, Which, was an,increade of approxi-
mately 4 percent, andt $860:00 :tor 1975-76. However, these were
further adjusted for,the 1974,session. For low cost districts the
phase -out schedule permits them to recoup one-sixth df their differ-
ential from predetermined cost in 1973-74, one-third of the remainder
in 1974-75, and one-half of the remainder-in 1975-76.

Appar ently, the 1914 Legislature redbgnized that some of the
levels-set in 1913 were unrealistic, especially in,view of rampant
inflationary costs. Consequently, transportation aid provisions
for 1974-75 were raised from lid percent to 115 percent of 1972-73
costs, and an additional levy was permitted to cover future costs of
bussing ineligible elementary students for safety reasons.

The financing levels of state and lbcal maintenance costs were
adjusted to .$825.00,for 1974-75, and to $875.00 for 1975-76. Despite
.these measures, the adjustmtnts represent under 5 percent increase
in 1974-7'5 and just over 6 percent in 1975-76;- these hardly parallel

N current inflationary trends. In addition, the 1974 Legislature
eliminated the factor of the handicapped, aid reduction so -that it
can be added ibto the grandfather levy for "high cost" districts.

This has been a general presentation orthe legislation through
the last few years. Some special adaptations of the concept apply
to the Minneapolis and St. Paul districts because of their size and
character. ,A school district could gain additional taxing authority
by, passing a public refereridUm on the specific question of raising
additional taxes, but this provision is usually seen as politically
unrealistic. The referendum may be held at any time, but no more
frequently than once'a year.

FM I-11
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3. PRIVATE SOURCES

By far, the greapest part of a school diStrices income comes
from twq major sources. These are taxation and aids from other units
of governmente die possibilities of' supplementing these sources with
significant amounts of income from other areas is quite limited.

a. FEES. °Me source of private funds is made possible by the delega-
tion of general maflagement of the school systei to the local school
board. The board has,the authorit)t,to charge fees for the occasional
use of building facilities, sell surplus or obsolete supplies and
equipment, rent entire buildings or parcels of land, anSi charge fees
for certain courses or supplies. It should be noted, Ali-Never, that
the rental of buildings ot parcels of lanefor purposes other-than
educational can endanger the tax exempt status of that'property.'

The ability to charge tuition and fees is severely restricted
by law and state regulations. School districts are under a mandate
to provide a free education through the normal twelfth grade level
program for the residents under its jurisdiction. A,district cannot,
charge a reSideattchild tuition for required program offerings, but
it can charge a nonresident either through the resident district or
_directly through the parents if the placement is by the parent's
choice alone. This is a general statement of tuition application.
Note that requirements it the area of special education are defined
separately in the laws and regulations. Because programs such as
adult education are beyond, normal requirements, tuition may be chargdd
tp residents and nonresidents alike.

The prohibition against charging for textbooks for normal programs
has been specifically stated in the law for some time. However, some
school districts require a student to provide his own course materials,
to pay for materials when a student makes and retains an item (such as
in, oodworking),'and to pay fees for certain services (such as. towel
service in physicalAbducation). These have produced some form of source
of private funds,, but the legislature has enacted legislation which
would further restrict these practices.

N
b. GRANTS AND GIFTS. Another possibility of income from private
sources is,in the area of grants or gifts. Grants or gifts may generate
from individuals, local orggnizations, or foundations. An individual
may like the local hockey.ream and donate funds for skates or uni-
forms, the PTA may donate funds for. trees and shrubbery around a
school building, or a philanthropic foundation may provide a grant
to conduct a research project. For example, the Bush FoUndation,
the Hill Foundation and the Huestad Foundation ere well own for
their generous funding of special edGCation projects and ther

i educational activities in Minnesota.
a

A gift or grant should be accepted formally by the school_
board, not only because that body is the only one with authority
to do so, but because there could be strings attached which require

II 1=12
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consideration of the public idterest. A gift'or grant which forces
school district-expenditures, such as providing one - fourth of the
cost of new uniforms if the school district pays-the rest, may not
be in tune with the best use of funds undera situation of restricted
finances. After the monies have been formally accepted by tilt school
bea;d, it i recorded "as:revenue.in the proper fund. Subsequently,

' ' . the money i expenclesibj'follpwinvestahlished purchising and expen-
diture proc dured. _.,-----,....."'

_ 4 4 4

1,44°

4. LEGAL FUNCTI6NS

As an agency of state government, the local school district
:draws its powereSnd authorities from state law. That body ofaikaw
sets limits on the activities for which the school district can expend
monies.

The. state law generally gives the local school board abroad
power to manage the district and conduct its educational functions.
However, the law does specify certain activities, and in, such instances,

it is made quite clear whetherthe activity may or may not be pursued.
There are two opposing legal views regarding.the situation where the
law is silent on 'a specific activity. One suggests that since the
activity is not specifically authorized, it cannot be,done. The other
suggests that since the activity is not specifically prohibited, it
can be done under the broad general powers of the schopl board. These
situations must be interpreted in the context of the total law and
are normally settled by the Minnesota Attorney,General.

/In any event, a school district cannot do everything for which
it slay have_a penchant. For instance, a school district may desire
public si&ewalks.for the safety of children walking to a given
School,.but4t cannot build them because this activity is a function
of thah.locat municipality. The school district can petition the
local 'municipality to'build the sidewalks and may_share a proportion
of the total assessment, but the school distiict cannot legally spend
funds to conduct activities which are outside of its functional'
jurisdiction:

5. PROGRAM COMPETITION

.

In a situation of limited resources, any given program withirv'the
system will find itself restricted to the extent of demands made by
other programs. In the budgeting process "heed" Is a very relative word
and is influenced by varying biases. After mandated programs and
inescapable fixed costs are subtracted, the competition between programs
for the remainder can be intense.

.or

This also has application at a broader,level. The local school
board is, after all, a'representative of the public. If locat political

FM I-13,4A,



pressures areittrong enough, the board may. not even levy the restricted
amounts possible under the law, thus reducing the total available funds.
Likewise, the local, school board has every right to accede to local

`biases and political pressures to favor a given program,.even if this
past be done at the expense of other programs. There is no "pot of
gold at the end of the rainbow," and there is no 'amount of unlimited
resources available to public education in Minnesota today.

i
REVIEW OF MATERIAL

The introduction beforeSection A'stated the general purpose of
. Objective I, "to give'insight into who pays the bill,and how they

do sb." This was accomplished by covering the' following material:

principles of finance for specialeducation;
state, federal, publiC and private funding sources for special

education; , I

4F reimbursement procedures in calculating projections for, use in
budgeting planning in special educatiOn; and

s' districts' legal responsibilities am! restraints for serving
the resident /nonresident nd handicapped student in epectal education.

Since the sources of revenue were of Prime importande to the
accomplishment of Objective I,,they have"been included in the required
readings.

I

WRITTEN ASSIGNMENTS

1. Using the pro ject budget provided with required reading
materials, reduce the annual local-expense on this project
by utilization of revenue sources outside of reimbursements.
Present a case for the continuation of this project using
this cost reduction as an argument.

41/IF

.J

0

2. Decide whether or not yOui district is in accord with the
current interpretption of equalizatiOn as expressed by the
courts. State the reasons for your position. Suggedt alter-
native sources of revenue and/or manner of distribution by
which public education might be financed in today's economy.

3. Identify the organizational unit in your school district
Ohich is responsible for special education. 'Explain the

40, procedures by which budget funds are allocated-to this func-
tion. List and discuss she restraints placed on allocation
of funds to this section.

FM 1-14
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REQUIRED READINGS

1. Bright, F.D.,1Larvey, S.W., Bernat,.L.A., et al. Minnesota
education 1973: An overview. Update, 1973, 7(7), 1-7.

2. Burke, A.J. Financing public schools in the United States.
New York: Harper & Broihers,.1957.

3. Education Research Policy Institute of Educational Testing
Service. The implementation of change in education of, the
handicapped: Three policy papers on the implementation ofiai,
P.L. 94-142 (report). Washington, D.C.: Bureau of Educe- N.
tion for the Handicapped, U.S. Office of Education, 1976.

4. Minnesota federal/state,program guide for elementary and
secondary schools. St. Paul: Minnesota State Department
of Education, 1976:

5. Minnesota Session Law 1973.

6 Proposal writer's handbook. Washington, D.C.: National
Association of State Directors of Special Education, 1976.

7. Reimbursement pattern. St. Paul: Minnesota State Depart-
ment of Education, Special Education Section, 1973.

8 Sources of fuddina. St. Paul: Minnesot State .Department,

of Education; Office of Developmental Disabilities, 1976.

9. Understanding grant-making foundations. Washington, D.C.:
National Association of State Directors of Special Educa-
tion, 197_6.
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REQUIRED RE46ING

*
'MINNESOTA EDUCATION 1973: AN OVERVIEW

At the end of the 1971 legislative session, a review of the
financing problems in education indicated difficulties which could
and did occur. In 1973, the legislative session had more time to
deliberate on a,final bill because of two emerging major trends
which were of concern to the legislature: children in low-cost
districts receive the maximum feasible educational opportunities,'
under increased financing, and declining incomes because-of the
combination of state aids and levies which were determined by or
greatly dependent upon school enrollients.

In general, recent programmatic changes have been fully
financed. Current financing has been introduced for transporta-
tion and could sdrve as a model for special education legislation
in following sessions.

A general review of educational laws reveals the following
areas which deserve more study:

,

,the adequacy and equity of agricu/tural paYments used to reduce
local levies for operating costs;

,the justification for using inlieu payments for-the further
reduction of local levie for'operating costs

update of the aids rmula replacing the 1970-71tOse and
allowing for other differe tials, especially the highei cost of
special education;

provision of flexibili in financing by which new programs;
critical in providing all c ldren with broad educational exposure,

can be initiated; I 4
,

adoption of a means by which districts having excessive taxes

delinquencies can be helped;
improving the liquidity position of many districts which lifer

from cash shortages in meeting cash flow problems;

Bright, ffb., Harvey, S.W., Bernet, L.A., et al. Minnesota educa-

4rion 1973: An overview. Update, 1973,,7(7), 1-7. (Sumniary)
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simplification of educational law by establishing only one
type of school district;

resolving the nature lot financing local innovative imogrami
other than by state and federal limited sponsorship-7possible by.
using a power equalizing formuti so that districts lioth rich and
poor in property valuation can innovate; and

resolution of the problem. where enforced cutbacks in the high-
cost distritts,may impair quality programs in the quest for equal

, educational opportunity. e.

3) FM I-20



REQUIRED READING

2

'PRINCIPLES AND POLICIES UNDERLYING EXPENDITURES

4'
Public school finance policy in the United States generally

presumes governmental responsibility for education; decentraliza- y.

tion, initiative and adaptability, equalization, fiscal 4ndepefftence
for school government, and state oversight. Since emphasis upon any
one of thgse concepts easily can impinge upon others, policy re-
quires a delicate balAncing::of principles. Governmental responsi-
bility and decentralization require reappraisal as economic, social,
and international conditions change. Decentralization which,does
ndt.promote the national and state interests in education as well
as the local is a policy of dubious value. The national and state
governments cannot neglect.education by creating a decentralized:
structure for its goverment and operation. -They must take positive
leadership. State oversight and supervision.should help and strength-
en local government, not weaken It. Adequacy of provisions 106

test of fpderal, state, and 19cal policy in education. ,/

Initiative-and adaptability in education matters andequaliza-
tion efforts' must be considered together. Improvement' and adapta-
tion require operational freedom, access to resources, heterogeneity,-
and encouragement for those who arelwilling to pioneerland.take risks.
The able are encouraged to move ahead--inequality is not at evil.
The true function of the equalization principle is the leveling up
of educational opportunity, without leveling down opportunities.
Equalization is the gradual attainment of higher-and ijlighdr levels
of adequacy as'the clynamic princi d reveals the pOfeiltiallties of
schools.

Education generally is considered a'stateifunction edmiiistered
by state agencies of local jurisdiction independent of local7gOvern-
tent. This policy is not consistent with the principle of unified
local'governmentovera given area. Filkarindependence should be
accompanied by fiscal responsibility and maximum coordination and
cooperation with local government.

Burke, A.J. Financing public schools in the United States., New York:
Harper & Brothers,-1957'. "(Summary)
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The maintenance ,of separate publicly finariced schools increlses t
ovethead, 'precludes maximum use' of lant perstinnel and materials, and:,

duplicates services:1 Where government h s finance schools ,owned

and operated by private corporations or groups, serious issues of
control arise:1,'

et. ,-
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REQUIRED READING .4.

4

3

i

THE IMPLEMENTIIIONXIF CHAGE,IN EDUCAWION OF THEIEWIICAPPED:
THREE POLICY PAPERWN,THE IMPLEMENTATION OF P.L. 94-142*:

,%Air -

.,

PublicP:1441.94-142,EdUcation Sar All capped Childr Act
iv. of 1975,.-provide new standard in magnit nd clinprehensreness

in Bader aid t e aucation. It is intended assure that all

handicap chi n,hewe-a free 'and applopr ateeducation geared
to their indivi ual needs,- States are.entAted to a substantial
portion of federal support to cover the costs of meeting those.
ambitious goals. Whetber4jat law will accomplish its purpofies,
however, -will depend upon far more than. the carefdl policy develop-.

ment an0 legislative draftmanship that its 'proponents and sponsOis
kovided. 1,0fective impleMentation.willethe key, and

effective implementation involves 14deniffyingipotential.issues
implicit in the legiclatiOn andedeveloping approaches to meeting,
'them thatWill best seeve the law's purposes. These policy papers ,

have been designed to assist in that proses by seeking to provide
a systematic analysis of the issues in three central Airvisions of

late: "
1

t

the identification of all handicapped children, - .
...
\

the_developm t of individualised educational programs, and 'd

the financin of full services. - .

4 .
1 .

.

.

1 Iry. a
0' ..- . In developing this issue statement, attention has ken given'to '

.
and-state develdpments, rocedureqrand.fujiging practites; and- kesearch-q-

(7)
'has ,,invV.v7",,ran ana ysis of federal legislation, a review Of selected

state "grams, an examination otethe,profe'ssional-plikrature, and
. numerous discussions with'scholars andAractitioners

,

the/ field.
...

-
`.11111%., -'I 6 .. 1 4. ' 4

* ;. 1 I 1 " -A

An
n

. v. / I?

W. , .
4

* #

Education Research Institu%e of Educational Testing-Service.'
The implementation of change fn educatiqn of the handicapped:
Three policy papers on the,impfementation of R.L. 94-142 (re4ort).

Washinuon, D.C.: Bureau of Educatiqn far the HandicatIved, U.S. . lk

Officeof Edueatio , 1976. (Summary)",
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MINNESOTA FEDERAL/STATE ,PROCRAM GUIDE FOR
'ELEMENTARY AND SECONDARY SCHOOLS *,

,04

4

STATE ADMINISTERED FEDERAL PROGRAMS -

FINANCIAL ASSISTANCE TO EDUCA'T'IONALLY DEPRIVED CRILDREN,P.L:89-
,10, Elementary end Secondary Education Act, Title 1, Part A, as amended.

Purpose: To provide aid to children in public or nonpublic schools who are achieving a year or more
below grade' level through financial assistance which encourages and supports the establishment
and impftvrement of special programs for children in need of supplemental instruction in the basic
skills.-

Eligible Yarticipants: Local school districts may submit applications. Children eligible to be served are
those who reside in attendance areas having an incidence of poverty greater an the district -wide
average and who, on the basis of a needs assessment, appear to have the atest need for services.
In Minnesota, emphasis is placed on providing instructional services in Nude skills for eligible
children in grades 1-3.

, Application Procedures: The local school district plans, and submits a project
Department of Education.

Deadline: Deadlines for suisniasion of project proposals are determined yearly by
usually sometime in the summer months.

pplitatiun to the Stet

Department,

" ..
' Basis for A,ward: The State:s annual allocation, and consequently a school district's entitlement is based

on the number of children aged 5- from families whose income is below the poverty level, using
the Orihansky poverty index pin the nuthber of children' from families receiving more than
$4,250 in AFDC Payments, phis t e number of children in foster homes. This number is then mul-
tiplied by a percentage of the State's average per pupil expenditure.-

Beale Provisions; Funds may be used to finance any State approved educational brojeCt designed to aid
educationally disadahtaged elliciren. Specific expenditures may include monies for administration
purpoles, educational materials, and teacher salaries and training programs for teachers of disad-o ,,,r vantlEed children. .../. A

Federal Suiport: 100% of prokram. No matching funds necessary.

State Plan Submitted: The initial State Plan was submitted in 1986 and is amended yearly to reflect
changing state needs and priorities.

Funding Levels:

Federal Appropriation?' State Allocatimui
1974 .$1,663,760,000 .$21,011,021
1976 1,820,650,000 25,166,468'
1976 1,882,212,04\ 24,645,701
971 2,050,000,0001

Disbursement of Federal Funds: Monies are &mein'
. as needed from United States Government ac-

counts through the letter -of...garbrarystem' by
1`the State Department 4of, Education 'end din;

buried monthly to school districts as requested
for current opefations.

Publications, Regulations: Regulations published
. in 45 CFR, part 116.

}loud Grains for Disadvantaged

State Administrator:

Jack Wm. Hanson
Title I Administrator
'Minnesota Department of Education
807 Capitol Square 'Building
St. Paul, Minnesota 65101
Terephone: (612) 296-2181

.*Minnesota federaVstate program guide for elementary and secondary
' schools.- St. Paul: M,innesotaliState 'Department of PAirigstiotT,.

1976: (Reprinted in part by permission)

0 . - ' e
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EDUCATIONALLY DEPRIVED CHILDREN SPECIAL INCENTIVE GRANTS, P.L.
89-10, Elementary and Secondary Education Act of 1965, Title I, Part B, as amended. ,

Purpbse: To provide an incentive for an increase in state and local funding for elementary and second-
ary education in the states.

Eligible Participants: State educational agencies. Local educational agencies receive grants from the
state.

Application Procedures: State education agencies apply directly to the Commissioner of Education. LEAs
apply to the Title IAdministrator, Minnesota Department of Education. Contact the Title I office for
information and application forms.

Deadlines:
Basis for Award: States are entitled to grants if the state effort index for the second preceding fiscal

year exceeds the national effort index for such year.

Basic Provisions: Funds may be used for special projects which meet the needs of educationally deprived
children. No state shall be eligible to receive a special incentive grant in excess of 15 percent of the
total grant for Part B.

Federal Support: A state may receive up to $1.00 per eligible child for each one-hundredth of a percent
by wlich it surpasses the national effort index.

Funding Levels:

Federal Appropriations State Allocations

1974 $17,855,115 $2,346,017
1975 14,000,000 1,739,156
1976 16,538,000 2,000,000*

Disbursement of Federal Funds:, The Commis-
sioner of Education makes awards to the state
education agency, which, in turn, grants funds
to local education agencies.

Publications, Regulations: Regulation puhlisped
in Title 45 CFR Part 116.

State Administrator:

Jack Nini. Han's&
Title I AzIminiatrattk
lifinnesoti rigpartrrien't of Education
807'eapitol Square Building
St. Paul, Minnesbta 55101
Telephone: (612)0296-2181 ,

EDUCATIONALLY DEPRIVED CHILDREN -, SPECIAL GRANTS FOR URBAN AND
RURAL SCHOOLS, P.L. 91-230, Elementary and Secondary Education Act, Title I, Part C,as amended. '

. 411

Purpose: To meet the,special clucationakpeeds of educationally deprivetebileFits, concentrating on pre-.

school and elementary programs.

Eligible Participants: The Office ofEducatIon se 'eligible districts using the to conducted compre-
hensive survey of areas with the highestioncentration of children from lovi nifine areas.

Application Prociedures: LEAs submit prefeettletti the Title L Administrator in e Minnesota Depart-
ment of Education. Contact the Title bitce for information and application rms.

Deadlines: k
,_

.. 1 .
Basis for Award: The award may not exceed 40 cent of the irant to an LEA under Title I, Part A.

Basle Provisions: Emphasis is placedonifeschool and elementary school program.:

Federal Support No matching of funds is required, .

Finding Levels: ...
,
FederarAppropriatione Mite Allocations ''

a 1974 ! 347,701,044, . $546,523
1975 .1, ; 88,000,000 Ai -,, , 556,894

: 1976 't Not itin'dad '1" -.a

Dtbursement of Federal Fundsi Grants are mad& State Administrator:
to SEA s by OE and in turn to LEAs.

'Publications. Regulations: Regulations are pub-
lished in Title 9 CFR, Part 116.

4W-

e lack Wm. Hanson
- Title I Administrator

, Minnesota Department of Education
'807 Capitol SquariBuildin.
St. Paul, Minnesota 55101

, Telephone:1612) U.6-218.1.
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GRANTS TO CHILDREN IN STATE INSTITUTIONS FOR THE HANDICAPPED, P.L.
89.10, Elementary and, Secondary Education Act, Title I, as amended.

Purpose: To providkapecial and remedial educational services to children who-reside in state institutions
for handicapped children. Programs, are designed to help these children acquire competency in the

,basic skills or to acquire necessary learning-readiness skills.

Eligible Participants: Any State-supported residential institution for handicapped children may apply.
Handicapped children may include those children who are mentally retarded, blind, deaf, emotion-
ally disturbed, or orthopedically impaired. Local school districts which have assumed responsibility
for serving those children who reside in state institutions may also apply as of FY 1975.

Application Procedures: 'Institutions submit proposed projects to the State Department of Education
,through the Commissioner of Welfare. Local education agencies apply directly to the State Depart-
mentof Education.

Bids for Award: Both t ion's and the local school district's entitlement is based on the aver-
age daily attendance children ages 5-21 whp are receiving iserviftsin educationally oriented
programs. The amoun the entitlement is equal to 40% of-the per pupil expenditures fothe pre-
vious fiscal year.

Federal Support: 100% federally funded; no matching necessary.

State Plan Submitted: The initial State Pn was submitted in 1966 and is amended yearly to reflect
changing state needs and legislation.

Funding Levels:

Federal Approprii;ions State Allocations,_

1974 $85,777,779 $554,423
1975 88,000,000* 678,289
1976 40,000,000. 578,538

Disbursement of Federal Funds: Funds are paid
to institutions through the Department of Wel-

-fare. Funds are paid to local school districts
' through the Department of Education.

Publications, Regulations: Regulations published
in 45 CFR, part 116

State Administrator: ,

John Groos, Director
Special Education Section
Minnesota Department of Education
Sixth Fluor, Capitol Square Building
St. Paul, Minnesota 55101
Telephone: (612) 296-8179

_

II

GRANTS FOR CHILDREN IN STATE INSTITUTIONS FOR NEGLECTED. OR DE.'
LINQUENT CHILDREN, P.L. 89-10, Elementary.and Secondary Education Act, Title I,

_.' Secondary Education Act, as amended. if
- forpose: To expand and initiate educational' programa for children in treat-pent centers for neglected

\ or delinquent childre,n.-,---

Eligible Participants: Any treatment center directly operated by the State Department of Corrections
having an average daily attendance of 10 or more may apply. Local school districts whith serve
adjudicated children in private treatment centers or children assigned'to facilities for thrieglected1 more.located within their district ma apply, if they serve an average daily population of tin or mor

Application Procedures: State oper a treatment centers submit project applications to the Department a
of Education through the Commissioner of Garrectionis. Local school districte apply'directly to the
State Department of Education. 4

Basis for Award:, The entitlement of both the state-operated treatment centers and local school dis-
tricts is base4 on the average daily attendants of such children. Grants are made for 40% of the per
pupil expenditures for the previous fiscal year.

Basic Provisions:' Grants are made for educational projects of sufficient size, scope, and quality to insure
impact on the most pressing needs of the children. Specific costs allowableinclude instruction, eval-
uation, administration, and some equipment

Federal Support: 100% of the program is federally supported; no state or local matcliing is necessary.

State Plan Submitted:- The initial State Plan wail submitted in 1966 and is amended yearly- to reflect
changing state needs andlegislation.

P

4

Funding Lev

Federal Appropriations State Allocations

1974 $25,448,869 $636,815 f

1975 26,820,749,. 510,069
1976 27,000,000 Mk 319,131

k
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F
Dleburnement of Federal Fund.: 'COW are made

to institutions through the Department of Cor-
rections, Grants are made to local ,school dis-
tricts directly through the Department of Cor-
rections.

Publications, Regulations: Regulations 'Published
in 15 CFR. Ttgrt 118.

s

State Attudidetrater:

his; Gram, Director
Special FAucation Sbetion
Minnesota Department of Education
Sixth Floor, Capitol Square Building
gt. Paul, Minnesota 65101
Telephone: (612) 296-8179

"-, ,,.. .
.

EDUCATIONALLY DEPRIVED CHILDREN --MIGRAirS,.P.L. 89-10, Elementary mid
Secondary Education Act, as amended. , .

, .

Purpose: To expand and improve educational programs.th meet the special needs of chikihn of migratory
agricultuAl workers or Of migratory fishermen. - }--

Eligible Participants: State education agencies, local education agencies and private non-profit organi- _
rations with migrant educational programs. 4

Application Procedures: The state submits its migrant educatkinal program to the Oface of Education.
. LEA/ and private non-profit organisations should contact the Migrant Director for information and:

application forms.

Deadlines:. .

Basis for Award: The award to states is based ow the.number of full-time migratory children aged 6.17
times a percentage of the stiles per pupil expenditure. The state allocates funds to eligible
applicants.

Bask Provisions: Funds may be used to identify and meet specific needs of migrant children through
remedial instruction, health, nutrition, Jisychological services, cultural development, and pre-voca-
tional training and counseling.

Federal Support: 160%

Funding Levels:

Feder al Approliriations

1974 $ 78,831,487
1976 . 94,229,000 ,

1976 100,000,000*

Disbursemeet of Federal, Fonds: Funds are
awarded to state educational agencies who in

- turn allocate funds to eligible applicants.

Publications, Regulations: Regulations are pub-
lished in Title 45 CFR Part 116.

State Allocations

6534,671
767,734
814,666

State Administrates.: j
I. Peter Moreno, Director

:Migrant Education Section
Minnesota Department of Education
807 Capitol Square Building
St. Paul, Minnesota 65101
Telephone: (612) 296-2181

FOLLOW THROUGH, P.L. 93-641, HeadstartFolloirrlirough'Act, Title V, Part B.

Purpose: To provide special programs of instruction, health, nutrition, and other educition-related serv-
ices which will aid children in developing their full potential, and sustain gains mane from Headstart
and other quality preschool programa.

. ,

Eligible Participants: Communities with a full-year Headitart or similar preschool program and the re-
sources to provide Follow Throdgh's full range of services. Grants are usually awarded to LEA,
but niay, be awarded to local community action agencies or other qualified agencies.

Application Procedures: Contact the Title I Administrator for further information. -

Deadlines: Applications for FY 1915 were due March 10,1975. -

Basis for Award: CoMmunities recommended by the Minnesota Department of Education submit appli-
cations to OE. No additional projects are being added.

: Funds maybe used for projectlictivities not included hi services provided by the school
such as remedial teachers, teacher aides, materials:physical and mental health services, six
-ices,, staff, and pr.Ogram, nutritional improvement and parent activities. Funds may not be
r regular teachers' salaries, ponstruction, an4 for other purposes normally the fiscal rejapon.
of the school s ;stem.

Federal Ruppert: A local cont)ibution of 26 percent of the Follow Through funds may he required:

t;
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Fuld hqr Leeds:

Federal Appropriation; State Moodiest§

104 $53,000,000 542700
1975 53,000,000 464,431
1976 41,500,000 860,908

Disbuilement of Federal Funds: Funds are dis-
bursed directly to the applicant.

Publications, RIgnlations: Regulation published
in Title145 CFR, Part 158.

State Administrator?

Jack Wm. Hanson
Title I Administrator
Minnesota_ Department of Education
807 Capitol Square Building
St. Paul, Midhesota 551Q1
Telephone: (612) 296-2181

PROJECTS TO ADVANCE CR*ATIVITY IN EDUCATION, Elementary and Secondary
Education Act, Title IV, Part C. Educational Innovation and Support, P.L. 93-380 (Form.
erly ESEA Title III).

Purpdse: To stimulate the development of creative ana innovative programs In elementary and secon-
dary schools, to establish supplementary education setvices centers, and to provide for guidance
and counseling pioposals which are not netessanly exemplary or innovative, but which meet the
conditions of establishment, maintenance, and improvement of guidance, counseling and testing
programs.

Eligible PZiticipluita: Local education agencies.

Application Procedures: The local education agency prepares and submits an application to the State De-
\ partment of Education in accordance with the FY 1972,Minnebota State Plan for ESEA, Title III.

Before the final propamais are submitted, a letter-oNntent is forwarded to the Division of Planning
and Development. Projects may be funded for a maximum of three years.

jn the case of application for discretionary grants administered by the U.S. Office of Education,
the local school district submits a letter-of-intent form, followed by a pre-proposal directly to USOE
In accord with Section 306 of the Federal Title III Guidelines. Forms and guidelines are available on
request from the Division of Planning and Development

Deadlines: Letters of intent have been due in October or November, final proposals in January or later.

Basis for Award: Each state is allocated a percentage of the total amount appropriated for ESEA, Title
III, based on a per-pupil ratio. Proposals for state administered funds are reviewed competitively

-followed by selection of projects for funding. Preproposals submitted for USOE administered funds
are also reviewed competitively, and those ranked highest are awarded short-term planning grants,
to develop full proposals which seek long-term funding.

Basle Provisions: Funds may be used to establish and further
oh the local level. Funding hy cover planning and administration eosts.1117uctional

rther innpvative and exemplary
11

ms
services oh
costs, equipment, and supplies, and lease of facilities. Funds may not be used to cover construction
costs.

Federal Support: Up to 9070-federal support in the first year of operation. School dislricts must ;how
increasing Iasi financial commitment to the project in nubsequent years. ,

State Plan Submirit.: State Plan for ESEA, Title III was initially submitted June 25, 1968, and fs
amended/Yearly. The administration of Title V-A of the National Defense Education Act of 1958
(Guidance, Counseling. an4Testing) was incorporated into the administration of ESEA, Title III
during FY 1971.

Funding Levels:

Federal Appropriations State Allocaltions

1973 5170,000,000 - $8,182,499
1974 146,393,000 2,707,542
1975 120,000,000 2,200,052
1976 172,888,000f 8,204,387 (combined total for
1977 184,521,852t Part C programs)

Disbursement of Federal Funds: Minnesota's al,
latment is distributed through the State De-
partment of Education in the form of grants to
local education agencies. Fifteen percent of the
state's allocation is reserved by the U.S. Corri-

.snissioner of Education for discretionary grants
made directly to school districts.

Racal Seceders,: Transfer of fund* to school
festal Put C Consolidation

districts will be made as a monthly advance
prior to actual-expenditures for approved Title
HI projects. Allotments are determined for the-
fiscal year.

Programs in Operation: Eleven Minnesota proj-
ects have received national validation, including
the following which were validated in 1974: St.
Paul, "K-12 Open School," Wayne Jennings,
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project director; Minneapolis, "Urban Centers
for Quality Integrated Education," Marshall
Xaner, project director; Mora, "4645 Day Ele-
mentary School Schedule," Richard Smith, proj-
ect director; iVinopa, "Individualized InstrucA
tion in an Elementary School," Itichasd Hank,
project director. Guidance programs include
Osseo, "Opt,imizing Child Development Through
Adults ;" St. Paul, "Establishing Elementary ,

Guidance Specialists;" Granite Falls, "Intektat-
hag Affective and Cognitive Deyelopment."

Publications, Regulations: Proposed rules for con-
solidated 'prograins are published in the FR
March 12, 1975, Part 11", "PACE Projects to
Advance Creativity in Education;" brOchureg
are available for each funded project.

State Administrator:

Gregory J. Waddlek, Assistant Commissioner
Division of Planning and Development
Minnesota Department of Education'

, Seventh Floor, Capitol Square Building
St, Paul, Minnesota 55101
Telephone: (612) 296 -5061

READING IMPROVEMENT PROJECTS, National Reading Improvement Program,
93-380, Title VII, Part A, as amended by P.L. 94-194.

es,
Purpose: To develop innovative methods; systems, materials, or programs which !how -.promise of

overcoming reading deficiencies in elementiry and pre-elementary school programs.

Eligible Participants: State education agencies or local education agencies, or both in elementary schools
with large numbers or a high percentage of children with reading deficiencies. State education agen-
cies, local education agencies, and non-profi educational or childcare institutions in areas where such
schools are located for pre-elementad%ch&l children.

Application Procedures: Applications are submitted to the State Director of the Minnesota Right to
Read Program for initial approval and then forwarded to the Office of Education.

Deadlines: Deadlines will be announced.

Basis for Award : Approval by the State Education .(igency and Office of Education Is necessary.

Basic Provisions: Funds may be used for testing, planning, pre-service and ,iii-service training, evalua-
tion, and involvement of lay and community resources. Each application must set forth a reading
program which provides for the fourteen criteria establighed in the legislation and amplified in the
regulations. The state agency is responsible for the supervision of compliance of thesecriteria by the
grantee.

Federal SuppO:rt : 100%.

r/ State Plan Submitted: The State Education Agency shall authorize the State Reading Advisory Council
to designate priorities for grant applications under program.

Funding Levels: Pending for FY 1976.

Publications, Regulations: Regulations being de-
veloped. To be.announced in the FR.
"Spbtlighton Minnesota The Ambitious Goal of

Right to Read," COMPACT, Education Com7
mission of the States.

"Minnesota's All-out Drive on Reading," Amer-
ican Education._ ""

"Minnesota Right to Read Education Reports."
No. 1-XY.

Also see articles in following:
Minnesota School Board Journal
Minnesota PTA News
The Elementary Principal
Minnesota Libraries
Minnesota English Swims!

Other publications available from the 'Minnesota
Right to Read Office.

State/Federal Administrator:
Dr.Hugh,Schoephoeister, State Director
Minnesota Right tokRead Program
663 Capitol Square Building
550 Cedar Street
St. Paul, Minnesota 55101
Telephone: (612) 296-4058

or
National Right to Read Office
U.S. Office of Education
400 Maryland Avenue S.W.
Room 2131
Washington, D.C. 20202
Telephone: (20Z) 245-8537
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STATE READING IMPROVEMENT PROGRAMS; National Reading Improvement Pro-
grama, P.L. 93-380, Title VII, Part B, as amended by P.L. 94-194.

Purpose: To provide financial assistance for projects designed to achieve National Reading Improve-
ment Program o ectives, to develop comprehensive -programs to improve reading proficiency
and instruction in e elementary schools, and to provide state leadership in the planning, im-
proving, executipn, a evaluation of reading programs in the elementary schools, and to arrange
for and assist in the training of special reading personnel essential to the programs assisted under
this legislation.

Eligible Participants: State departments of educatiorr and local education agencies. Not lees than 60%
of the funds made available to the State shall be used to provide grants tp local education agencies.
Institutions of higher education and other public, non-profit agencies are also eligible for krants.

Application Procedures: Local education agencies, Institutions of higher education, and other public non -

. profit agenciei may receive information and application forms from the State Right to Read Direc-
tor, Minnesota Department of Educativ.

Deadlines: Deadlines for project grants will be announced.

Bash for Award: Each state shall receive an allotment based on a ratio of the number of children
(aged 5 to 12) in that state to the total number of audh children in all states.

Basic Provisions: Funds may be used for projects designed to develop comprehensive reading, rograms,
'provide state leadership in elementary school reading programs, and train special reading personnel.
Any state 'deshing to participate in this program shall enter into an agreement with the U.S. Com-
missioner of Education which assures that a state advisory council on 'reading shall be appointed,
that a criteria of excellence for reading programs is formulated, and that a series of procedures and
criteria as called for in the legislation is accomplished.

Federal Support: 100%.
Funding Levels: Pending for FY 1976. To be announced.

Publications, Regulations: Regulations -being de- State Administrator:
veloped. To be announced in the FR. Dr. Hugh Schoephoerster, State Director

Minnesota Right to Read Program
663 Capitol Square Building
,550 Cedar Street
St. Paul, Minnesota 55101
Telephone: (612) 2954068

STATE GRANTS FOR TIIL EDUCATION OF THE HANDICAPPED, Education of the
Handicapped Act, P.L. 91-230, Title VI-B, as amended.

Purpose: TO make grants available to states for the initiation, expansion, and improvement of progranis
and services for the,educatibn of handicapped children at the pre-school, elementary, and secondary
school levels.

Eligible Participants: Public school dish-feta, groups of such districts, and the state departments of
education may submit project proposals. Private and parochial schools may participate in projects
initiated by public school districts or the state.

Application Procedures: School districts are invited to Witbmit project proposals to the Minnesota De-
partment of Education. Tbe proposals are reviewed by they Special Education Section staff, ojitside
readers, and the Special Education Advisory Board. Awards are made by the State Commisoner
of Education.

Deadlines: Applications are usually received in February or March.

Basis for Award: Awards are based on the extent to which the project program meets the identified
needs "of handicapped students, the potential success otthe project, and the possibility of achieving
a broad impact, orducational program for handicapped children.

. Ramie Provisions: Grant awards may be used to initiate, expand, or improve educational opportunities
for handicapped children. Costs may include expenditures for planning and development, personnel,
equipment, materials, construction, and administration. Because of the limited funds in this pro-
gram, projects which include construction or extensive remodeling costs are not likely to be fInded.

Federal Support: Projects are usually awarded for a term of more than one year with an annual appli-
eation'required. Initially, projects are funded inull from Title VI-B grant awards and special edu-
cation aids. During the term of the project the Ideal share of the costa increases and, the federal
share decreases funally.

State Plan Submitted: The State Plan was initially submitted to the U.S. Office of Education and ap-
proved Noveuiber 20, 1967, and is amended u needed..
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Fending Liveb:
Federal Approprtations State Allocations

ion $ 47,600,000 893.853
1974 47,600,000 893,353
1975 100,000,000 1,889,000
1976 100,000,000 1,889,000
1977 110,000,000 1,900,000

Thabursement of Federal Funds: Funds are allo-
cated to the state for disbursement to APProved
local and state initiated projects and for neces-
sary administrative expense. Funds are ad-
vanced to LEA's on a quarterly basis^

Fiscal Procedures: School-districts submit a quar-
terly estimate of their fiscal needs. State initi-
ated projects are handled through regular fiscal
channels, oc the Department of Education.

Records and Reports: All approved projects ase
required to submit an annual evaluation, quar-
terly fiscal reports, and a final fiscal report at
the end of the project year.

Publications; Regulations: State Administrative
Manual for P.L. 91-230 Title VI Education of
the Handicapped Act" Part B (Title VI, ESEA
as amended). Federal regulations Title 46 CFR,
part 121.

State Administrator:
Roy Anderson, Administrator .

State/Federal Programs
Special Education Section,
Minnesota Department of Education
Sixth Floor, Capitol Square Building
St. Paul, Minnesota 65101
Telephone: (612) 296-2547

or
Levi Young, Program Consultant-
Special Education Section,
Minnesota Department of Education
'Sixth Floor, CapitolSquare Building
St: Paul, Minnesota-55101
Telephone: (612) 296-2011

HANDICAPPED CHILDREN'S EARLY EDUCATION PROGRAM (HCEEP), Education-
of the Handicapped Act, P.L. 91 -230, Title VI-C, Section 623.

Parrots*: To pro' mote programs which demonstrate the conditions of exemplary comprehensive services
to young handicapped children from birth to age 8, including meaningful involvement of parents and
other family members of a handicapped child in the services to be provided each child under the pro-
posal, so that other agencies/organizations wishing to replicate the programa have visible and
available models to examine.

Eligible Participants: Public agencies and private non-profit organizations (ratio of applicants Co
. grantees approximately 15 to

Application Procedures: For information contact: Project Officer, IICEEP; Bureau of Education for
the Handicapped; 400 Maryland Avenue S.W.; Washington, D.C. 20202.

Deadline: For 1975 proposals, applications were to be received by USOE by December 19, 1974.

Basis for Award: Proposals are reviewed, approved/ and grants awarded based upon availability of funds.
Results oili-eview by BEH returneli May 11.

Basic Provisions: Priorities for proposals selected have seen identified by the Bureau of Education for
the Handicapped, USOE: 1) infants, 0-3; 2), childsen integrated into settings with non-handicapped
children; 3) The establishment and Operation of model pre-school and early childhod education ob-
jectives which can serve as demonstration models for replication. Projects are Incouraged which
motivate community screening and provision of referral services.

Federal Support : Most projects are fended for a period of three years with annual reviews. The project
may be funded fully by Federal funds the first year and require some matching of funds in subsequent
years

Funding Levels:

Federal Appropriations State Allocations

1973 $12,000,000 $ 50,000t
1974 12,000,000 85,0001
1975 13,330,000 . 135,642i

"1975 22,000,000 149,352t
ae

Ml& received by the Ili:ince:de Department of Education for handicapped early education empires.

117,
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Dbibureumeet et Federal Finds: Directly to Itt.
Mats*.

Publications, Regulation.: Proposed rules pub-
lished in the FR October 11, 1973.

State Admisistiator:,

Roy Anderson, Administrator
State/Federal Programs
Special.Education Section
Minnesota Department of Education
Sixth Floor, Capitol Square Building
St. Paul, Minnesota 55101
Telephone: ($12) 296-4164

or
Winifred Northcott, Consultant
Early Childhood Education for the Handicapped
Special Education Section
Minnesota Department of Education
Sixth Floor, Capitol Square Building
St. Paul, Minnesota 65101
Telephone: (612) 296-4164

HANDICAPPED TEACHER EDUCATION, Education_of the Handicapped Act, P.L. 91-
230, Title VI-D.

Purpose: To improve the competencies of teachers of handicapped pupils.

Eligible Participants:_ This is a state operated program with assistance from the Special Education
Regional Consultants (S.E.R.C.'s). Trainmg needs are determined on a statewide and regional basis.
Programs are planned to meet the training needs either on a statewide or regional btsis.

Application Procedures: Proposals may be submitted to the S.E.R.C. of a region for in-service training.
However, such proposals must meet regional rather than individual school district needs.

Deadlines: Proposals, when submitted and approved, usually become part of the state-plan for the fol-
- lowing year.

Basis for Award: There is no award grant in this program. If a proposal is accepted, the proposal will b -
come part of the state plan and will be implemented by the state.

Basic Provisions: Training is limited to persons working directly in the education of handicapped pupils.
Included are4eachers, administrators, supervisors, support staff, and paraprofessionals.

Federal Support: 100%

State Plan Submitted: The State Plan is submitted annually to USOE, Bureau of Education of the Handi-
capped which becomes the basis f funding.

Funding Levels:

1973
1974

.1975
1976

Federal Appropriations

$36,910,000
39,615,000
37,700,0001 40,375,000

State Allocations

$120,000
123,000
173,000
110,000

Disbursement' of Federal Funds: Through the
Minnesota Department of Education.

Pablications, Regulations; reposed rules pub-
lished In the FR October 1 1973.

State Administrator:.
Roy J. Ariderson, Administrator
State/Federal Programs
Special Education Section
Minnesota Department of Education
6th Floor, Capitol Square Building
St. Paul, Minnesota 55101
Telephone: (612)-296-4164

HANDICAPPED REGIONAL RESOURCE CENTERS, Education of the Handicapped
Act, P.L. 91 -230, Title VI. .

Purpose: To establish regional resource centers which provide advice and technical services to educators
for improving education of handicapped children.

Eligible Participants: Higher education agencies, state education agencies, and local education agencies
in combination with a higher education agency or state education agency.
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App Beatles Procedures: Thirteen Regional Resource Centers have been funded for a three year period.
No new requests for funding will be accepted until at least 1977. For serviees from the Great-Lakes
Regional Resource Center, contact and Work through the Regional Resource Center Coordinator at
the Minnesota Department of Education. The Great Lakes Regional Resource Center will act as it
funding and fiscal agent for states in the region.

Deadlines: For state grants, date to be announced in Update.

Basis for Award: Local education egeniies which adequately demonstrate both need and capability.
;-

Basic Provisions: Priorities for fund allocation from. the Great Lakes Regional Resource Center are
evaluation and diagnosis, descriptive programming, and interstate cooperation in the education Of
handicapped children.

Federal Support: 100%.
State Plan: State Plan is being developed.

Fundipg Levels:
Federal Appropriations State Allocations

1973 $ 7,243,000 .

1974 ... --f-A43-;000

19'75 7,087.000
1976 10,000,000

Disbursement of Federal Funds: The existing Re-
gional Resource Centers are funded through
1977.

Publications, Regulations: Regulations published
in the FR May 25, 1973.

4

_ ti

$103,000
242,000

State/Federal Administrator:

Bob Wedl
Minnesota Coordinator
Handicapped Regional Resource Center
Minnesota Department of Education
Capitol Square Building
St. Paul, Minnesota 55101
Telephone; (612) 296-2012

or
Dr. John Coole
Project Director
Great Lakes Regional ResOurce Center
Wisecinain State Department of Education
126 Langdon Street
Madison, Wisconsin 53702
Telephone: (608) 266-0115

or
Me, Gail Beaumont
Project Officer, Region VI
Division of Media Services
Learning Resources Branch
Bureau of Education for the Handicapped
U.S. Office of Education
400 Maryland Avenue S.W.
Washington, D.C. 20202

Telephone: (202) 245-2987

BOOKS FOR THE BLIND AND PHY CALLY HANDICAPPED, P.L. 6-522, Act to
Provide Books for the Blind. 44

Purpose:. To provide library .services to the blind physically handicapped residents of the U.S. and
Its Territories.

Eligible Participants: Applicants ;ring age must provide a certificate of their inability to read or manip-
ulate conventional printed material from a competent medical or other relevant authority.,

Application Procedures: Applications should be made to the appropriate regional library-for-sereices_ar___
to the Communications Center, State Servicea for the Blind, 1745 University Ave., St. Paul, 55104. "

$asis for Award: Library service will begin when the Iregiortal library receives the ertification of

disability.
Bask Provision's: The program provides talking hooks, musie,books in braille, magazines, and magnetic

tapes. 4
Federal Support: 10096.
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Federal elate
_--

State
Appropriations Mantissa Appropriatioes

$25,268 $ 93,431
25,265 110,600
25,263 120,000'

NA NA

1973, $ 8,874,000
1974 9,894,000
1975 11,490,000
1976 16,000,000

Programs in Operation: 63 regional libraries; now State/Federal Administrator:
serve the blind and physically handicapped. Mrs. M. Wright e

. 1 Regional Library for Blind and Physically
Handicapped

sr Braille and Sightseeing School
Faribault, Minnesota 55021
Telephone: (607) 3304-6411 ext. 279

or
Division for the Blind and Physically .,

Handicapped
Library of Congress

___1291 Taylor Street, N.W.
Washington, D.C. 20542
Telephone:- (202) 882-8500

BASIC GRAS TO THE STATES FOR VOCATIONAL EDUCATION, Vocational
Education AccAmendments of 1968, P.L 9576, Title II, Part B, as amended.

Parpoae To provide grants to states to assist local education agencies in conducting vocational edu-
cation programs for of all ages to insure that education and training programs for, career
vocations'are avails individuals who desire and need such trashing.

Eligible Participants: Stae apartments of education, local education agencies, and area Vocational tech-
nical Wools.

Application- Procedures: The State Board of Vocational Education prepares and submits a State Plan
which projects a five year plan for vocational education program development within the State.
A State Advisory Council appointed by the Governor advises and evaluates the State Program.
The Plan contains an aanual program plan which describes specific services, activities, and pro-
grams for that year, well as estimations of vocational and manpower needs and analysisrof eco-
nomically depressed and high unemployment areas within the State. The State Plan is subject to
public hearing, usually held in the spring of the year.

Local education agencies prepare district applications for those parta of the Vocational Edu-
cation Act under which they hays programs which include a needs assessment of the district, a
description of the proposed program designed to_pseet these needs, and a piojected five year plan
to meet the vocational education needs of potential students in the area. District plans are re-
viewed by staff personnel and approved by the State Board for Vocational Education.

Deadline*: Deadline for submission,of district application is April 1 of each fiscal year, or at least six
months prior to the beginning of the program.

Basis for Award: State allocations are determined by -a formula based oh population by age grOupe
and per capita income, after approval of the State Plan. District allocations ars based on number
of students served and acceptability of the district's-plan.

Basic Provisions: Grdnts may be used for vocational education programs, vocational guidance and coun-
seling, vocational training through arrangements with private vocational training institutions,
ancillary services such as teacher training, special demonstration programs, development of in-
structional materials, state and local administration, and program evaluation.

Federal Support: Up to 50%. State and local matching is required in most programs:
State Plan Submitted: The first State Plan under the VEA Amendments of 1968 was submitted in

-lune, 1969. The State Plan is amended yearly to reflect changes in State needs and priorities.

Funding Levels:
wi&

Federal Appropriation. MO Allocations
1973 $433,843,455 $8,269,030 .

1974 412,508,455 n 7,891,817
_......./1975 420,978,000 8,228,426

1976 426,294,000 8,123,704

I ti

FM 1-35
r- j



Disbersoreat of Federal Funds: Funds are dis-
bursed in the form of grants to local education
agencies by the State Department of Education.
States must allocate out of their total allotment :
15 percent for vocational education for the dis-
advantaged, 15 percent for Dost-secontlary pro
grams, and.10 percent for vocational programs
for the handicapped.

Fiscal Proceduzes: Generally, school districts are
reimbursed on a yearly basis. The percent of
reimbursement is determined according to the
availability of funds.

...APublications, Regulations: Rules.published in Title
45 CFR, part 102. "Guide for the Development
of a State Plan for the Administration of Voca-
tional Education," no charge.

State Administrable:

Robert Pi Van Tries, Assistant Commissioner
Division of Vocational-Technical Education le
Minnesota State Department of Education
Fifth Floor, Capitol Square Building
St. Paul, Minnesota 55101
Telephone: (612) 296-3994

.or
Robert Madson, Director
Programs Operatigps Section
Division of Vocatialtal-Technical Education
Minnesota State-Department of Education
Fifth Floor, Capitol Square Building
St. Paul, Minnesota 55101
Telephone: (612,) 296-3387 1

N

VOCATIONAL PROGIRAMS FOR STUDENTS WITH SPECIAL NEEDS, Vocational
Education Act, Amendments of 1968, P.L. 90-576, Section 102b, as ,amended.

Purpose: To provide assistance programs for persons (other than mentally or physically handicapped
persons) who have academic, socio-economic, or other handicaps that prevent them from succeeding
in the regular vocational educational programs. do.

Eligible Participant*: State departments of education, local education agencies, and area vocational tth-
Weal schools that serve disadvantaged youth in areasof high dropout.

Application Procedures: The State Department of Education outlines activities under this section in
their regular State Plan. Local school districts who are providing services to disadvantaged youth
should include provisions in their annual program application. (See Basic Grants).

Deadlines: Applications may be submitted on a continuous basis throughout the fiscal year.

Basic Provisions: This special authorization is designed to provide ifilditional 4unds for programs deal-
ing with the disadvantaged under Part B.

Basis for Awards: State allocations are determined by a formula-based os. the population by age groups
and per capita income. School district allocations are based on number of students served and
acceptability of the district's plan.

Federil Suptort: Up to 100%. There amino Federal matching requirements for programs funded under
, this authorization.

State Plan Submitted: The first State Plan..kmder the VEA Amendments of 1968 was submitted in June,
1969. The State Plan is amended yearly to reflect changes in State needs and priorities.

Funding Levels:
Federal Appropriations State Alloclitione

1973 _ $29,898,000- $371,815
1974 20,000,000 382,436
1975 ,- 20,000,000 382,436
1976 20,000,000 382,436

Disbursement of Federal Funds: Funds are dis-
bursed in the form of grants to local education
agencies by the State Department of Educatiop.

Fiscal Procedures: Generally, school districts ate
reimbursed on a yearly basis. The percent, of
reimbursement is determined accordingto the
availabilitrof funds.

Publications: WE/CEP Guidelines. Rules pub-
lished in Title 45 CFR, part 102 anti in the FR
May 9, 1970. "Progress Report of Voeational-
Technical Education Program Development for
Persons with Special Needs no charge. "A
Guide to the Development of Vbcational Educa-
tion Programs and Services for the Disadvan-
taged," no charge.

Programs in Operation: 65 WE/CEP programs
1974-75, correctional programs, curriculum re-
search.

J

State Administrator:,

BiA land
Coordinator Special Needah
Division of Vocational-Techanical Education
Minnesota Department otEducation
Fifth F r, Capitol Square Building
St. Pa , Minnesota 55101.

one: (612) 296-5707
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RgillEARCH 114tING IN. VOCATIO Air EDUCATION, Vocational Education
Amendments of P.4 90-576, Part C, as ended.

Porpoie: 'o provide oisistance to state:lux! I vitiation agencies In the develdPment of curricula
ipr,newand changing oeculltionl, to develop research programs, and to disseminate the results
iff'curriculum.and research projects.
71 I

a

- Eligible Participants: ,State departments of education, local education agencies, colleges and univer-.

Appliesitiou Procedures: State tilipartmenti of education outline priorities for these types of projects in
the aziabal program plan. (Sear,Basis Grants) Local -education agencies should prepare a project
tiropoul describing the proposed activity, its significance, and the estimated cost, This proposal is-

k submitted to the State Department of Education, for review and approval. Applicants may submit
Proposals directly to USDE for discretionary funding. However, priority.areas for funding under
this pr educe are` established by USOS. Local education agencies must receive a recommendation

-4;...trom Me ...State Brd of Vocational Educatios before submission to US017! all 'other &gentles must
file gimpy 'of the pidposar h t Commissioner for Vocational Education.,

es; LEA proposals glider.
hey suomiAsfon of proposals, and
e U.& Commissioner 'of EduCatio

t
ogram plan are to,tre submitted, y April 1. De*dlines for
priorities for discretionary funding are set yearly by

flounced in- the Fecal Register. e,-
Basis for Award: Projects are funded oil indffidull merit of the proposal and ayailal y of funds. Cri-

Mire
ter*** *valuation iggiude: educdtionel significance, soundness of dlgn, adequacy of personnel,

, and cblismunicability gults. . i
. Basic ProviSions: Funds may be used fob' the development and dissemination of curricylar nil-aerials,.

research and training activitieso-gate research cocrdipating,units, and experimental or pilot pro-
, grams designed to meel special, vocational needs. \ - ,

, ..
Federal Support: Up to9070.of the-COst :,elle, prdject. .

, ...) *, .
State i'len Submitted: The fl State Plan. ufider the VEA endments of 1968 was submitted in June,

T j '069. The Sttte elan is amended yearly to reflect changes in'State needs and priorities...
Fundingkels: , . ;

4. s , Federal Appropriations ', tita*Allocationsli.
4. 1973 , -. - 618,000,0011 % t : p71,390

1974 , 18,000,000 - 171,390
.- .,

. . - 197,5 .12,000,000 171,390
' I .1976 18,000,000 171,$90. .

aisPpraemeat of Federal Funds: 'Funds are award,
ed. as grants 'to local education agencies by

'either Statt.PepartmenN of Education dr
E. Ott:lull of the total appropriation u
part of the V.ocational Act

mendmentaas,retained the'U.S. Commis-
sioner. pf Education for rect. discretionary

Flags! Procedures: A grant award document la ,e
issued when the project is approged bylhaState
Board of Vocational Education. ""'

PublicatteneRenhaions: Rules publish 'Title'
46 CFR, pirtsf02 and 103 and in the FR May

191, and JOY 1970:

Jee tt

-EXEMOLAllY PIOGRAMS AND PROJECTS IN VOCATIONAL. EDUCATION)!
Vocational ducation Aniendnients'of 1968, P.L. 90-576, Part D, as amended.

"" Pinion: To develop, establish, and crperate exemlary and innovative occupational education piwrens
. elan Efts or project' desighe sera as models for uslfin vocational education progi*s.

Efigibie Participants: S to daPrtments of education, local, educational agencies, and area Vocation*?
technical achoOls. .

,

'State Administrator:

Robert PI Van Tries, Assistant Commissioner
Division of Vocational-Technical Education ,
Minnesota Department pf Folucation
Fifth Floor, Capitol Square Building
Sr. Paul, Minnesota 55101
Telephone: (612) 296-3994

or
Melvin Johnson, Director 4
Program Planning and Development Section
Division of Vocational- Technical Education
Minnesota Department of Education
Fifth Floor, Capitol bluare Buildhig
St. Paul, Minnesota 101
Telephone: (612) 29-6-2421

.
I I
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' Antieation Procedures: State departments of education outline priorities for these types' cd projects in '

the annual program plan. !See Basic Grants) Local education agencies should prepare is project
proposal describing 'the proposed activity its significance, and istimated costs. This proposal is sub- '
mined to the StateDepaitrnent of Education Tor review an4 approval. Discretionaryjmndhig directly
frtim USOE is also Ilvailablo The thrust or focus of sucA funding is establishecMy the OffiCe of
the Commissioner of Education, USOE. Final proposals, must receive recoMmen tiop from the
State Board for Vocational EducatiOn before submission to USOE. .

Deadlines: Under the Basic Grant Pro am proposals mustbe submitted 137 April 1. nej for the' IL'!,

submission of propoials and pro sal priorities, under Part CI for. discretionary, fu ding are set. I r
yearly by the U.S. Commissioner o ucstion, and announced in the Federal Register.

, 0
Basis for Award: Projects are fqsfacd op individual merit of the proposal, priority is given to the prof

ects giving special emphasieo youths who have academic, socio-economic or other handicaps, and li
projects which show promise-of reducing youth unemployment. 4 .

visions: Grants may be used for projects which provide for brtadqrientation at the elemen-
and secondary levels, specific trainingia.job entry skills for studen0 not previously enrolled

I., in vocational programs w,ho are planning to drop out of school, ihtensiue *guidance and counseling', "
and other activities designed to create a bridge between school and gainful employment for young
people.

Federal Support: Up to 100 70,How.gver, the applicant must be prepared to assume support of programs
funded under this part of fie act info its regular vocational program after the termination of Fed-
eral assistance. _ .

State Plan,Submitted: The first State Plan under the VEA Amendments of 196$ was subinittea \in June
of 1969. The Plan is amended yearly to. reflect changeri in State needsand priorities.

Funding Levels: ..
Federal Appropriations , State Allocations

1973 6,000,000 . 3152,084
1974 16,000,000 162,084 ,
1975 16,000,000 152,084.

*, 1976 16,000,000 162,084

Disbursement of Federal- Funds: Funds are A StatAdniinigrator: . ,

awarded as grants to local education agenCies, Robert P. Veit fries, Assistant Corntnissiondrby either state departments of education or Divisidn of Vocational-Technical Education
USOE. One half of the total appropriation under ,
this part of the Vocatiopal Education Act Minnesota Davtrnent-of Education

Amendments is retained' by thillU.S. Commis- ,
Fifth Marv, Capitol Square Building ..*01

I41,Plinl,Ildirfnesota 55101sioner of Education for direct discretionary .1'
raephone: (612) 296-3994

grants. - ,
Or

Fir4 Protedureh: A grant awl.* dcic`ument Is Melvin Johnson. Ditector , 4

issued when the project is apprbved by the Program Planning anct Development Sectiort
-State Board for Vocational Education. . D }-vision of Vocation&-Tcelinical Educatio

Minnesota Departmeht of Education. 4

Publications, Regulations: Rules published in Fifth Floor, Capitol Square building
St. PatrMinnesota 5.5101
Telephone: (612) 296 -2421.

Title 45 CFR part 102 and 103 and-in the F8
May 9, 1970 and July 24, 1970. Manual for
Project Grants /Contracts Proposals must be
submitted in accordance with "Application for
Federal Assistance (Non-Construction)" OMB
No. 80-0186. ,

1r

VOCATIONAL EDUCATION WORK-STUDY; Vocational Ed car n Act Amendments of
1968, P.L. 90.576; Part H, as amended.

AO: To provide grant support to states, for work-study programs which are designed, help
economically disadvantaged full-time vocational students remain in school by Providing part.time
employment with public employers. -.--..

--__

Eligible Participants: In Minnesota, only area vocational-technical fchools are eli

Application Piredures: A State Plan is submitted yearly. Area vocational- technical schdro i should in-
clude an plication for this section of the act in their annual program plan. (See Basic Grants).

an

Deadlines: Application,' must be submiMd,,by April 1. 1,

Basis for Award: State alloiations are determined by a'formula based on population by age groups 'and
piercapita income. Area vocations echnical school allotments are based on need.

Bask Pretisioris: Funds may be used # thy development and administration of the program and for
compensation Of students employ by Ile local iducatirtal agency dr other public agencies or

institutions.-

; 4
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ibele Plan Submitted: The fle-st State Plan under the VEA Amendments of 1963 was aubMittedin Jan*
ef 1069.3he State Plan is amended yearly to reflect eisSies in State needs and priorities.

..-
Federal Support: 30%. The area vocational- technical school must provide 20'7'r of the comminution paid

II . to studen, s
....

-

-

Funding Levets:.

. ,t
-

.

.

,

r ..r

Federal Appropriations ,, State Allocations

1973 $10,524,000 $160,300
1974 71849,000 113,996
1975 9,849,000 153,000
1976- . ..9,1349,000 163,000

,&-Disbursement of Federal Funds: / Grant's are
w awarded to area vocational-technical schools by

thi State Department of education. Funds are
then paid to students as comperisaion for work
performed.

Fiscal Procedures: Generally, scgoejs are reim-
bursed on a yearly basis. The percent of ream-

' bursemert,is determined according to the avail-
ability of funds.

Publications, Regulations:" Ruks published in ..
Title 45 CFR, part 11)2 and in. the Fit May 9,

. 1970. "Vocational Education and Occupations,"
Gov't Printing Offict. $2.25; "Learning for
Earning,".Gov't Printing Office, $.15; "Career
Education," Gov't Printing Office, 3-21X

, *--

COMPREHENSIVE EMPLOYMENT ANI) TRAINING- CT OF 1973 (CETI), P.L. 93-
-203: ._ .

,..

tinipoisa: provide the economically disadvantaged, the unemployed, and the underemployed with the
assiatance they need to compete for, secure, and hold jobichallenging their' fullest capabilities.

Eligible Par&ipants: Unemployed persons and underemployed school districts and employers through a
prime sponsor. Prime sponsors are usually local units of government, combinations thereof, or '4
state or portion thereof desfring:to'serve the unemiloyed 'and underemployed.

, ..
Application Procedures: Application forms and a list oTprime sponsors nay be obtained from the Golf.

ernbr's Manpower Office or any prime sponsor.

Dfiadlinee: Prime sponsors renew thhir agreement, each 'year. Individuals may apply for assistance at.
any time. I

, . -
.

Basis for Award: Alsislance.is provided through a formult basedron the unemployment-rate and /or
. through direct grants. , *

.
.

Basle:Provisions: Funds May be esed for Title I recruitment, orientation, counseling, placem a:
room instruction-, on -the fob training, allowances; Title II -public employment jobs; Title man-

-, power programs, Indians. migi ants, offenders, older workers: Title IV Pita corps; Title V National
. Commission for.Manpower Policy ; Title IV housekeeping provisions. . k '

edema Support: 16% : : .

te-Plan Submitted: Each prime apbnsor submits a yiarly plan.
. ,

State Adusinistrator:
.
B. J. Kersteter
Supervisor of Student Financial Aids

yrogeani Operations Section
Division o ocational- hnical Education
Minneso
Fifth Fl
Si. Paul
Teleph

sr

"tment of Education
WI Square Building
pi 55101

12) 296-6516

i

Federal Appropriations State Allocations

1975 $2,389,000,000 - $29,500,000
1976 2.400,000,000 38,969,596

Publications, Regulations; A New Appoach to 'State Administrator:
Manpower U.S. Department Of Labor, Man,
power Administration, Washington, D C: Pro-
posed-rules published in FR March 7, 1975.

Programs in Operation: Classroom'. Onrhe-Job
Tririning, Work Experience, Publii Sepice Jobs..

I

David Johnston, Deputy Director
Governor's Manpower Office'
220 American,Center Building
WO East Kellogg Blvd.
St. Paoli Minnesota 55101
Telephone: (612) 296-6050

or
Arthur E. Vadnals
CETA Supervisor
Vocational-Technical Ettuerition .

Fifthfloor, Capitol Square Building
4 St. Paul, Minnesota 55101

Aik . TelephOne: (612) 296-3753

FM' 1=39 " '
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t BASIC SUPPORT 'OR VOOMIONAL REHABILITATION*, Vocational Rehabilitation
Act, as Amended, P.L. 93-1V,Aectkon 140.

Purpose,: Tv provide funds lorethe frovislinieof *tooth:mai rehabilitation services to persons with phys-
ical, mental, or emotional,bandidaps which inteffere with (heir ability to get and keep gainful em-
ployment suited to their work potential. The goal is to successfully assist sticb persons ,to preps
for and secure suitable employment. Services are provided through:

a. State vocation rehabilitation agency field offices, regionally located.

b. Cooperative programs eetween State vocational rehabilitation agencies and other agencies,
such as public school districts, state hospitals for the disaVed, and state correctional Institu-
tions.

.
Eligible,Par ticipants: Designated State, vocational rehabilitation agencies are eligible for these funds.

These agencies may contract with public or vate agencies to provide needed services to their
clieSlz.LMinfiesot'a, there are two designated State vocational rehabilitation agencies:

Division of Vocational Rehabilitation, Minnesota Department of Education, which serves
physically handicapped persons, Nfith the exception of the vision-impaired, and mentally or
emotionally handicapped persons.

b. State Services fOr the Blind and Vista* Handicapped, Minnesota Department of Public
Welfare, ;Mika' germs the vision-impaired.

#

Client eligibility requirements are that a person has a physical, mental, or emotional disability,
that is a substantial handicap to employment; and that there is a reasonable chance that provisions
of services will.enable tifeerson td engage in gainful employment.

Application Procedures: State vocational rehabilitation agencies make initial application with the Social
and Rehabilitation Service of the U,S. Department of Health, Education and Welfare. Individuals
should contact the nearest State vocational rehabilitation agenc)g--field office, which wilreither serve
the individuals directly, or refer them, where appropriate, to eooperatiye programs operative in Ike
geographic area.

Field offices of the Division of Vocational Rehabilitation are located in: 'Anoka, Bemidji,.
Brainerd, Crookston, Duluth; Fergus Falls, Grand Rapids, International Falls, Mankato, Marshall,
Minneapolis, Rochester, St. Cloud, St. Paul, Virginia, Wadena, Willmar and Worthington.

Field offices of State Services for the Blind and Visually Handicapped are located in: Duluth,
Mankato, Marshall, Moorhead, Rochester, St. Cloud, St. Paul and Wadena.

Deadlines: IndiViduals may apply for services at any time. Agencies interested in providing rehabilitap
Lion services may contact the Division of.Vorational Rehabilitation at any time.

Basis for Award: The primary bails of award to State agencies is that they operatet vocational rehab-,

' ilitation service programs of 'scope and .merit, effectively serving handicapped individuals in the State.
The States' allocations are ditermined by a formula principally, involving the population and

per capita income of the States. *

Basic Provisions: The grants may be used for administration of the program and the provision of direct
services to clients to include medical and vocational evaluation counseling and guidance; train-
ing (to include personal and work adjustment training); maintenance and transportation support;
medical treatment; job placement and follow-up service. Facilities aid` also is'authorized.

Federal Support: Program funding 80% Federal funds, and 20% State matching fUnds.

State Plan Submitted: The 'program operates under an on-going State Plan. Revisions can be made when
needed. - -

. Funding Levels:
Federal Appropriations State Allocations

1973. $590,000,000 $11,077,678
1974 , 650,000,000 12,011,927
1975 670,000,000 11,612,932

' 1976 670,000,000 12,526,025

r

*Other Grants Under the 'Vocational Rehabilitation Act: The bask support, &Alan 110 program desciiimd above is the
principargrant program under the Vocational Rehabilitation Act. However, under various other Sections of tho Act, spa-
tial grant awards may be mace to State vocational rehabilitation agencies for such purposes as expanaion of specific
service programs; research, and development projects, grant aid to private) rehabilitation facilAtiest and training of re-
habilitation personnel. Mdst of these special grant programs are funded tate monies, 007M'ederal monies. Admin-
istration is by the State agencies.

A 1-40
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Disbureament et Federal Funds :--Funds for ser-
vice he the physically handicapped, with thi
except ion' of the vision-impaired, and to the
mentally and emotionally handicapped, are dis-
bursed to and administered by the Division of
Vocational Rehabilitation. Minnesota Depart-
ment Of Education. Funds for reivicoeto-the
vision-bnpaired are administered by State Ser-
vices for the Blind and 'Visually Handicapped,
Minnesota Department of Public Welfare. ,

io

4 Pubiliations, Regabrtionsa Voeationlil Rehabilita-
tion Regulations, Title 45 CFR. part 401. Voce-

--tional Rehabilitation Manual. Programs Re-
habilitation Services Acimingteation.

--1

Sista Adislaistratar:
August W. betirke, Assistant Commissioner;
Division of Vocatiopal Rehabilitation
Minnesota State Department of Educatiori.
802 Capitol Square Building
St. Paul, Minnesota 56101
Telephone: (612) 296-5619 '

or
C. Stanley Potter, Director
State Services for the Blind and Visually'

Handicapped
Minnesota State Departemntof
1745 University Avenue
St. Paul, Minnesota 55104
Telephone: (412) 221-2687

elfare

SCHOOL LUNCH PROGRAK.P.L.19496 Natiohal Schaollunch Act sad P.L. 88-42,
Child Nutrition Act,As'amersded.

Purpoie: To safeguard the health and well-being of the nation's ehlkIrtn and to encourage the domestic
consume of nueeeitliiusagrieultural commodities. and other food, by assisting states; through
gran nd other means,, in providing an adequate supply of food and other facilities for the
establishment, sna/Ntenance, operation, and expahsion of non-profit school limch

Ptigibte Participants All public and non-public schools.
Application Procedure The School Food -Authority (Go;einIng Body) makes written application to the

Department of Ed anion, Child NutritiorbSection, for anyesehoor it desires to operate a program.
If the schooleoperat a program in .t.e prior fiscal year a renewal application must be completed and

,epproved by the,Chil Nutrition. Section each year on or before school opens. Each ,School Food,
Atithority most also a Mit for approval a -free and reduced price policy statement. Schools selectrl
for-participation must o enter into written agreement with the State Agency.

Deadlines: AppUations may be submitted as needed. Reimbursig-ent Claim repofts must be in by the
10th of the month for the previous reporting period (e.g. January 10th for December operations).

Basis for Award: Federal funds available-for genirateash-for-food assistance are allocated in an amounts
determined by multiplying the number of Type A lunches served each fiscal year in schools under
agreement with the State Agency by the national average payment per lunch. 'Federal funds
available for' special cash assistance (free and reduced lunches}, are determined by multiplying
the number of free and reduced price Type A luriChes served each fiscal year by the special cash
assistance factor or factors for 'free and reduced price lufiehes prescribed by the United States
S%retary of Agriculture for use in such fiscal year. P.L. 93-150 mandates that the U.S. Secretary of
Agriculture must prescribe en July 1 and on January 1,of each fiscal year semi-annual adjustments

-in national average rates of reimbursement for generalsash-for-food assistance, and rates for special
cash assistance, that must reflect changes in the cost of operating.a school lunch program.

Basic Provisions: General cash-for-food assistance payments must b4 used by schools to finance the cost
of obtaining fbod. Special cash assistanceePayenents must be used to assist schools in financing the
cost of providing Ace and reducedpriceel lunches served to eligible children for such 'lunches.

'Federal Support: 'The Itikpartment cf Education, Child Nutrition Section matches each dollar of gen-
eral cash-for-food assistance funds paid to it leach fist's{ year by the United States Department of
Agriculture (USDA) with V of funds from sources within the State determined by the Secretarya
to have been expended in connectidn With the School Lmch Section.

-For the fiscal year beginning July .1,. 1974 State revenues constitute at least 6% Of the
matching requirement set forth ,n the paragraph abovi. For the fiscal years beginning July I. 1975
and July 1, 1976 the matching requirerpene will be-at least ,8%; and for the fiacal years beginning
July 1, 1977 and each fiscal year thereafter at least 10%.-,

State Plan Submitted: -Not later than January 1 each year, the Stile Agency submits to the Food and
Nutrition Service, USDA for approval a State Plan of Child Nutrition Operations for the followiig
fiscal year.

Funding Levels:

1973
1974
1976
1976

Federal
Appropriations
$ 938,922.116

1,157.851.000
1,212,325,000
1,519,000,000

State
Allocations

$15,912,725
18,638,000
21"288 000'

-
21,615,036

State ,

Appropriitions
$ 650.600

1,416,3944'
1,41.6.394 r
1,493,212

Disbursement of Federal Funds: The School Food
Authority submits to the State Agency a
monthly Claim for Reimbursement_ The claim
is filed on or before the 10th clay of each month
following the month coveSed by such claim.

Publication, Rirulatiorul: Regulations published
in. Title 7 CFR parts 210, 246. -The National
School Lunch Pirogram," PA-19, no charge,

State Administrator:

Charles L, MAtthew, Director
Child Nutrition Section
Minnesota Department of Edueatioo
509 Capitol Square Building
St. Paul, Minnesota 55101
Telephone: (612) 296-6986

FM t-411).j.`
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)UVET4ItE JUSTICE 'AND DELINQUENCY PREVENTION, SPECIAL EMPHASIS
-PREVENTION AND TREATMENT, PROGRAMS, PI, 913-415, Juvenile Justice and De-
linquency Prevention, Act of 1974, Title II, Part B, Subpart IL.

..
. .. .

Purpose: .To provide funds for special emphasis prevention and treatment progiams.

a Eligiblb Paitiiipantil Pulaii 'and private agencies, institutions, or individuals. .

Application Procedures: Application forms and information maybe obtained from the'prieinor'sCom-
mifsion on Crime -Prevention and Control. . .

Deadlines: To batannotinced through the Governor's Commission on Crime Prevention and Control.

Basis for Aimed: Projects are selected on the basis of their individual merit and.relationship to the pri-
critics of the State Plan. At least 20% of thp funds shall be made avaffable to `private non-profit .

agencies or individuals.
.

.

Basic Provisions: Funds may be used for the development of, innovative, preventiVe and rehabilitative
juvenile delinquency programs, community based alternatives to the traditional juvenile justice sys-
tem, and programs which keep students in school. Up to 50% of the cost of the construction of ins
=waive community based facilities for less titan twenty persona may be frinded.

Federal Support: No specific matching requirements, but local funds, fealties, or services may be re-
quired as contributions. .

State Plan Submitted: Will be part of State Plap under Omnibus Crime Control and Sift Streets Act.

Funding Levels Funds available for this program are derived frqm the Omnibus Crime Control and
Safet Streets Act Appropriations. 1

Disbursement of Federal Funds: Grants will be
paid in such installments as deemed appropriate.

Publications, Regulations: Regulations,- to be
amended, the same as those for the Omnibus
Crime Control. and Safe Streets Act of 1968.

State Administrator:

Robert Crew, Executive Director
GovernOr's Commission on Crime Prevention

and Control .

6th Floor, 444 Lafayette Road
St. Paul, Minnesota 55101 #

Telephone: (612) 2214052

PUPIL TRANSPORTATION SAFETY, P.L. 89.664, National HighwaySatity Ad' of 1966,
as amended; National Highway Traffic Safety AdministrationStandard No 17. -

Pralines: To improve State programs for transporting pupils safely by setting requirements for proper
and safe equipment; maintenance of equipment, selection, training, and supervilion of tdrivers and

f
maintenance personnel; and administrative provisions in the field of pupil transpoetition.

Eligible Participants: State education agencies, local school districts, and priyate ifs contractors.,

lepilication Procedures: The State Department ef Education subinite and administers ap annual plan.
School districts and contractors are notified of training activities available urtheir areas. No fees are
charged for training actiscities.

4

,...

Deadlines: The traffic andzaafety center will contact each school in their seaand set deadlines. , - '

-Basis for Award: ng irorkshqps are offered to pupil transportation personnel on a "nd, fee" basis:
Materials (level° are distributed free on a limited basis. Work4ops artconducted bylreffic and
Safety Conte Mankato, St Cloud, and Winona. , . ..1

Basic Prov . Training workshops have been provided for school bus drivers and for seltOol Illa ' it

safety ctors. A curriculum }Jai been developed and distributed. Plans are to develop training
works ps for school bus mechanics, and transportation supervisors. Materials will be developed.0 1:
inn ice, transportation supervisors,.and for pupil instruction progiiiine.

FederalSupport: 100%. 1
StatePlan Submitted: The first State Plan was submitted Lb FY 1972. The State Plan is amended

annually tq reflect changes in state needs and priorities.

Funding Levels:

a.

Federal
Appropriations

State
Allocations.

Department of
Eduation.

Administered
Funds

1973 01,307,000t 62,1260377 $ 3;090
1974 76,a9,000f 1,639,148 100,000

1975 83:1155,767t 1,789,296 100,000

1976 85,000,000 - 1.850.000' 113,400

'Total National Highway flattity Act Approptistkm

.- -FM 1 2'
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Disbursal...I et Federal Funds: Funds are admits-
isterod,,thragh the Department of Education.

Publicitions, Rego lailons: Minnesota School Bus
trite: Safe Driving Curriculum, others to be
developed.

State Admhtistratab:

Robert Fischer, AdminsitratOr
Pupil Transportation Safety
School Transportation Section .
Minnesota Department of Education
803 Capitol Square Building
5150 Cedar Street
St. Paul, Minnesota 95101
Telephone: (612) 296-2899

ALCOHOL AND DRUG ABUSE PREVENTION AND EARLY INTERVENTION, P.L.
911527, Drug Abuse Education Act of 1970, as amended.

Purpose: To fund demonstration projects in drug abuse prevention. In 1975 grants will be provided to
train additional lhool-based teams to. assist them in developing programs, within their school
settings.

Eligible Participants: Local education agencies and private elementary and secondary schOols.

Application Procedures are obtained from and submitted to the Minnesota Department of
Education for revie nd forwarding to the Division of Drug Education, 13 Office of Education. .

Deadlines: For Fr1975 applications Wire due by June 30.

Basis for Arearti: Grata of not rpore than *10,000 will biawarded on a competitive buff by August 30,
1975. .

Balk Provisions: Funds rimy be used for training school teams for drug abuse programs which might.
&elude .counaling, group experiences, family education, alternative educational and leisure time
pursuits, referral services, andteacher in-service training and adult education. Fads may be used
jor released time salad costs, travel, and consultant fees.

"Federal Support: 100% '
Pending Levels:

Federal Appropriations Stale Allocation!,
-;#

1973
1974
L976

1976

. $16,991,542
18,085,000
4,000,000

zeocc000

Disbursement of Federal Fads: Directly to the
grantee.

Publications, Regulations: Criteria for. funding
available with application packet upon request.

$35,150
35,150
90,000
65,000

State/Federal Administrator:

Carl Knutson, Supervisor .
Health, Phy. Ed. and Safety

Minnesota Department of Education
6th Floor, Capitol Square Building
St. Paul, MN 55101
Telephone: (612)' 2,96-4059

or
Dr. Helen H. Nowlis, Director
Division of Drug Education/Health and

Nutrition Programs
U.S. Office of Education
Washington, D.C. 20202'
Telephone: (202) 246-8156

aim

STATE SUPPORTED 'PROGRAMS

.COMPREHENSIVE ALCOHOL AND DRUG ABUSE BILL

Purpose: To provide funds for Stite Department of Education technical assistance to school districts
relative to in- service education and curriculthn development in alcohol and drug abuse education.

Eligible Participants: Public and min-publicachools.

Applicatioa Procedures: Contact Carl Knutson or Judy Lee at the State Department of Education.

Basis for Award: After consultation with State Departnient okEdur.ati the forms of assistance mill
be arranged.

FM 1-4a



Bask Provider: To, provide consultive services regarding speakers and materials on drug aid alcohol
abuse most uaeful in in-service programs.

Federal Support: Provided through State Drag Authoetr

Feeding Levels:

1874
1975
1976

Programs In Operation: Duluth Public Schools,
Grand Rapids Public Schoolsjtobbinsdale Public
Schools, and Mankato Public Schools.

State Appropriations

$35,150
65,678
69,000

State Administrator:

Carl Knutson, Supervisor
Health, Physical Education andlsiety
Minnesota Department of Edu0Mn
6th Floor, Capitol Square Building
Bt. Paul, Minnesota 66101 4
Telephone: (612) 296 -4069'

. .., ,-'

COUNCIL ON QUALITY EDUCATION (CQE), GRANTS FOR INNQVATI41:

Purpose: To promote research and development of innovative and cost-effective solutions to educe-
.* tional problems in local school districts. . 4

Eligible Participants: Local eduiational.agencies In Minnesota. ... .
40-Application Procedures: Application forms and information are available from, and submitted to, the

. CQE Coordinator in the Department. Recommendations for funding are made to the State Board by
the Councilohich is coMiosed of nine persons appointed by the Governor to represent each of the
eight congressional districts and one for the Sta,te as a whole. The remainder of the 17 member Com-

.,

41-

ell is appointed by a variety of State educational organizations.

, Deadlines: Appliations in the form of preliminary (two-page) proposalrare accepted annually., usually
In January. These are followed by submission of more detailed proposal applications, solicited from
writers of preliminary proposals judged by the 'Council to have the most merit. Proposal authois
may be interviewed.

Basis-for Award: Grants are awarded on a competitive basis afterreview by members of the Council and
staff. The major thrust is toward fsiading innovative And cost/effective projects in accord with tire-
visions in the enabling legislation of the council. Proposals may apply fon up to 96 consecutive
months of funding.

,

Basic Provisions: Grant funds maynbe used for a variety of purposes con n ected with the support of
projects, including salaries, pre- and in-service training, and contract* with outside agencies. Gen-
erally, not more than 10% of a grant may be expended for the combined costs of equipment, ma-
terials, and supplies. No funds are available for construction or remodeling. The Council contracts
with independent agencies for all evaluation and dissemination y e,

6.
Federal Support: NONE. All CQE funds are State revenues. There is -titching requirement, but

local commitments to the project mey be considered in reviewing the proposals.
w

`State Appi4riaticess
MMsch000

025,000
625,000'
625,000

Funding Levels:

1978
1974
1975
1976

Fiscal Procedures State funds are disbursed
directly from the Department of Education to
LEA's. There is no set percentage allowed for

v project administration costs. Grant amounts and
budgets are negotiated and approved through
the Office of the CQE Coordinator. Grant award
documents are issued on a yearly basis. Projects
may request funds quarterly.

Records, Reports: Evaluation is required and per-
formed by an outside agency under contract
directly to the Council. Project reports on re.
quest t-IS the CQE Coordinator.

Publications, Regulations: Project brochures, app'
plication forms and information, enabling leg's-
Istion, slide-tape presentations.

Programs in Operation: 32 projects, FY 73; 28
projects, FY 74; 31 projects, FY15, 22 projects,
FY 76.

State Adtninistrator:

EugeneKairies, Coordinator
Council on Quality Education
Division of Planning and Development
Minnesota Department of Education
7111CapittisitiFffilifdif -
St. Paul, Minnesota 65101
Telephone: (612) 296-5072 %

FM 1-44
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COUNCIL ON QUALITY 'EDUCATION (CQE), GRANTS FOR EARLY CHILDHOOD
AND FAMILY EDUCATION.

Purpose: To initiate a minimum of ten pilot program-1n early childhood and family education in elemen-
tary school attendance areas.

Participants: Local educational agencies in Minnesota.1

Application Procedures: Through the office of the CQE coordinator upon announcement only. Solicits-
, lion of proposals for new programs not anticipated in fiscal years 1976 or-1977.

Brie for Awarded-Grants are awarded on a competitive basis, and distributed as equitably as possible
between urban, suburban, and out-state communities. Proposals are reviewed by members of the
Council, its advisory committee on early childhood and fauuly education, and staff. Six pilot programs
were initiated in fiscal 1976. In fiscal 1976, five were continued, and seven received initial grants.
The Council will present an overall report on the programa to the 1977 Legislative eettion..Proposals
for new programs will not be solicited unless one or more of those currently funded projects is ter-
minated, or the legis4atu?e increases the number of pilot programs by augmenting the appropriation.

Bask Provisions: Grant funds may be used ?or a variety of purposes, -including salaries, In-service train-
Int, health and other screening, instruction, materials and toy libraries, parent and pre-parenthobd
education, and contracting with outside and community agencies for other services. Generally, not
more than 10%_of a grant may be expended for equipment, Materials, and supplies. No funds are
available for construction and remodeling. The Council is conducting an audited evaluation of the
program, and is responsible far their dissemination.

Finding Levels:

1975
1976

/kcal Procedures: State funds are disbursed di-
rectly from the Department of Education td
LEA'.. There is no set percentage allowed for
project administration costs. Grant amounts and
budgets are negotiated and approved through
the office of the CQE coordinator. Grant award
documents arrissued on a yearly basis. Projects
may request funds quarterly.

Records, Report: Evaluation is performed by the
Council. The Council repcirta annually to the
Legislature. Local programs report on request
to the.CQE cordinator.

MINNESOTA' STATE INDIAN SCHO

State Appropriations

$250,000
500,000

Publieatfons: FY 1975 and 1976 evaluation reports.

Programs in Operation: Six local programs in fis-
cal 1075. Twelve local program:4 in fiscal 1976.

, State Administrator:

Eugene Kairies, Coordinator
Council on Quality Education
Division of Planning and ilevelopment
Minnesota Department of FAucation
718 Capitol Square Building
St. Paul, Minnesota 65101

. Telephone: (612) 296-5072

PROGRAM.

Purpose: To assist Indian students in post- secondlpy educational programs at approved institutions In or
out of state. The Indian scholarship committee reviews applications and awards sranta based on
new:- . ...

Eligible Participants: Scholarships are available to any eligible Indian student in Minnesota who (1) is
one fourth degree or more Indian ancestry' ; (2) is a resident of Minnesota and a member of a recog-
nized Indian tribe; (3) Let a nigh school graduate or has an apprdved equivalent certificate; ( -Ii) has
the ability to benefit from advanced education; (5) is accepted by an approved college, university or
vocational .school in Minnesota and (6) is Ocepted and recommended by the Minnesota Indian
Scholarship Committee. , It

Application Procedures: Information and application forms may be secured. from the Indian Education
(uidance Consultant. Address requests to: Mr. Erwin Mittleholtz, Indian Fe:lunation Guidance Con-
sultant, 410 Minnesota Building, Bemidji, Minnesota 56601.

,

Deadialpt Deadlines for applications are April 15 or May 1 for the .following school year.

Basis for Award: Scholarships granted are based on eligibility (see above) and need as determined by
the Indian Scholarship Committee.

Beak Provisions: Funds may be used for tuition and fees at approved
ponies while' attending. Grants must be returned if the student
tionsl school. Pro-rata returns must be made if a
B.J. degree. Indian Scholarship funds are not

itutions and for living ex-
not enroll in a college or voca-

ps out before the completion of a
for post graduate study,

FM I-4e;
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Federal Emmert: The Minnesota Indian Scolarship Program IA supporleskty te funds: However.
, .psekage grants are often put together hick include funds, priva ins, and tribal

funds. ,

State Plan Submitted: A State Plan is submitted to the Minnesota Legislature each biennium. Support.'
ing evidence of nae iscascollected for each fiscal request.

Funding Levels:

1974
1975

_ 197k

State Appropriations.

$225,000
236,000
400,000' (requested)

Disbursement of Federal and Slate Funds: Indian
Scholarship awards are granted to the institu-
tion of the student's choice for disbursement to
the student. Since funds may-come from Minne-
sota` BIA, tribes, and private sources this meth-
od iSdeented most efficient. Some administrative
costs are included in BIA funds.

Fiscal Procedures: Scholarships are awarded on a
quarterly or semester gags.

Records, Reports:* Colleges or school!~ report the
enrollment w lack of enrollment of scholarship
students. The BIA orlribis may request tran-
scripts sites quarter or semester repots.

FOUNDATION AID PROGRAM.

S.

Publications: Potential scholarship-recipients are -
apprised of the program through their high
school counpelors or by the Indian Education
Guidance Consultant who visits many of the
states' high schools.

State Adininistrator
Erwin IlittlehoIrz).
Indian Education Guidance Consultant
Minnesota Building
410 Minnesota Avenue
Bemidji; Minnesota 56601
Telephone: (218)155-2928

Purpose: To provide to the school digtricts a guaranteed amount of basic maintenance ,revenue per
pupil unit, regardless of the property valuation in the district. '

Eligible Participants: Minnesota Public School Districts.

Applicatiod ProCedures: Not applicable.

Basic Provisions: Elementary-Secondary Foundation Aid is paid on a current estimate basis, with month-
ly payments made throughout the school year. The amount paid each district is dependent on-the
number of pupil units and the amount of the adjusted assessed valuation (EARC) in the district
In determining the payments, each district is assumed to have levied the maximum in basic main.
tenance levey permissible (in 1975, 29 mills on the EARC). The foundation aid is then computed as
the difference between the levy proceeds and the total guaranteed amount of basic revenue based
on the district's total ptipil units. The pupil units are of four kinds: (1) actual pupil units, credited
each district at the rate of 0.5 per kindergarten average daily membership (AD.M.), 1.0 per elemen-
tary A.D.M., and 1.4*er secondary A.D,M. (2) support pupil units (also called declining enrollment
units) where a district is eraclited with 6/10 of the decline in actual pupil units frem the previous
year, (3) fast growth pupil units, where districts are provided extra pupil units for high percentage
of growth as well as the absolute number, and 'lenges from .2 to .5textra units per,inereased unit.
And, (4) AFDC pupil units, where a district is granted from 0.5 to 1.1 extra pupil units per AFDC
at.ident, dependent on the petcentage of students under the AFDC program.

The total basfCmaintenance revenue Is equal to the "formula allowance" times the total pupil units.
The formula allowance varies by district and is based upon 1970-71 state and local adjusted main-
tenance costs per pupilunit. The formula allosiwances are gradually being made equal in the state.

The total amounts of-SoUrtdAtion aid paid for elejnentary and secondary programs has been:
F.Y. 19 $522,982,000
F.Y. 1974 4513,404,000
P.Y. 1973 4490,830,006

,

Fou
tut

ion aid is also paid for post-secondary students attending area-vocational-technical insti-
eginning in.1976, the state will pay $2,000 per average daily membership (minus tuition,

rival aids, and minimum permitted levy).

Procedures: Foundationaid is paid on a
rrent estimate basis le ith a final adlustidbnt

payment made in the faliollowing the regular
school' year.

or at us, Regtilationspuhlica t inns
contain changes in foundation aid program.

State Administrator:

Gary Fa rland
State Aids Supervisor
State Aids, Statistics, and Research Section
Minnesota Department of Education

Reventh-Fioar,-Capitol Square-Boikling- -
St. Paul, Minnesota 55101
Telephone: (612) Z94-4431

FM I-46
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SCHOOL. TRANSPORTATION AID

Purpose: To ensure that all districts provide equal, adequate, safe, and efficient transportation for aff
1(111011 Pupil -

Eligible Participants: Public school districts providing transportation to eligible public and nonpublic
WPM-

Application Procedurl%4L'ransportation section supplies forms necedsary for prior approvals and re-
newels, and year e reports on actual number of pupils transported and cost so earned aid can be
calculated.

Deadlines: Year end reports due July 31s)

Basis for Award: A statutory formula determines the amount of aid paid each school district

Basic Provisions: Extra curricular and field trips not eligible for funds. Nonhandicapped pupils must
reside one mile or more from school attended. Nonpublic pupils attending school dbtside resident
district limited to transportation to boundary line. District owned bus depreciation aid to be used
for purchase of replacement or additional buses. Funds may be used for "to and from" school except
special approved programs that provide transportation between school buildings. Pupils served and
costs to school districts during the 1973-74 schoply_ear were as follows :

Category

Regular
Sec. Vocational Center
Handicapped
DAC
Board and Lodging, ,

TOTALS

Pupils

564,214
7,497
8,870
1,767

116
672,464

I.

Cost

549,966,661
722,728

2,918,169
468,744
156,199

04,232,544

Famcling Levels:
VW'

State ApropriatiOns

_1978 $38,000,000
1974
1976 53,700,000
1976 62,310,000

-21,

1977 67,173,000

Fiscal Procedures: -Starting with 1974-75 school
gear districts will be on current payments. Pay-
ments of 305 of estimated aid paid in Septem-
ber, December and March. In August of follow-
ing current year, final payment (10% + or )
is made. Depreciation aid payment made in Sep-.
tember.

Records, Reports: District shall maintain record&
On all pupil transportation and report number
of pupils and costs involved for eligible and
noneligible state funded transportation.

Publications, Regulations: State department reg-
ulations. Uniform Financial Aciounting Manual.
Memorandums and special instructions which
explain changes or into pretations of laws and-
regulations. -alir

State Administrator:

Gerald Pavek, Director
School Transportation SectiOn
Minnesota Department of Education
Capitol Square,,Buildi rig
St. Paul, Minnesota 55101
Telephone: (612) 296-2839,

or

Donald Pfiffner
State Aids and Statistics Section
Minnesota Department of Education
Capitol Square Building
St. Paul, Minesota 55101
Telephone: (612) 256-4435

STATE SPECIAL EDUCATION AID PROGRAM;

Purpose: To assure special instruction an4tservices for all school age handibapped children as defined in
M.S. 120.03 and 120.17. Also to assisrocal school districts in financing the coats of special instruct
tion and services according to M.S. 124.32:

Eligible Participants: Minnesota Public SchoOl Districts and formal cooperative agencies of Minnesota
Public School Districts.

Application Procedures: The Special Education Section sends out application forms each year. .

DesEhrei: Formal application for approval of programs to be-offered during the school year must be
, e submitted in September. Applications for aid are submitted_ after the 'close of the regular school

larinTbr TuTy 1. Sepaitte applications for program approval and claims for aid must be submitted
for summer programs by September 1. School districts are notified of specific deadlines by memo.

FM1 -471
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Bask for Award: State aids are based on the formula stated in M.S. 124.82; i.e. 65% of the salaries of
essential personnel not to exceed $10,000 per full time person and 60% of the costa of special sup-
plies and equipment not to exceed $50 per pupil on the average. A proportionate amount of aid
may alsq be paid for summer school.

Funding Levels:

1973
1974
1974
1976

Fiscal Procedures: The special education aid cur-
rently is a reimbursement aid paid in the year
following the year in which the aid is earned
by the district. A new distribution formula
which pays aids currently rather than as a re-
imbursement is being developed. Aids payments
for the regular school term are usually paid in
Zenner/kr and summer school aids are paid in
March.

Publications, Regulations: Program guidelines for
disability areas.

State Appropriations

$25,700,000
27,700,060
87,500,000
88,600,000

State Administrator:

John C. Groos, Director
Special Education Section
Minnesota Department of Education
Sixth Floor, Capitol Square Building
St. Paul, Minnesota 65101
Telephone: (612) 296-2547

FEDERALLY ADMINISTERED PROGRAMS

HEAD START/ Economic Opportunity and Cogununity Partnership Act of 1974.

Purpose: To prilvide funds for comprehensive early childhOod education programs for disadvantaged
children aq their families. The comprehensive program includes health, nutrition, family involve -,
meirt and qfireer development components, as well as educational programs. Programs must be de-
signed by the local community served within federal guidelines.

r

Eligible Partiiipants: Community action organizations are the `usual applicants. Other eligible appli-
cants include groups which have received previous Head Start grants, q local education agency, or an
institutkOn of higher education. At least 90% of the children enrolled in-any Head Start program
must bi from families who meet HEW poverty guidelines. At least 10% of the children enrolled
must lah children with one \diagnosed handicapping condition.

Applicatioit Procedures: The agency wishing to submit a Head Start project must first insure-the sup-
port and participation of the parents and the community through a policycornmittge which assists
in thk planning and implementation of the program. The agency then devdlops a preposal for,fund-
ins through the HEW A-102 procedures and submits it to the appropriate Regional Office of HEW
for ApprovaL

1 4

Deadlines: Conti, the Office of Economic Opportunity.

Basis for Award: Grants are made on the basis of individual program merit. A95 Clearinghouse review
rtquired. No new programs will be funded in an area where any other program is currently being.
idedl .

Provisions: Funds must be used for comprehensive services which are not already
fie costs may include instructional programs, food, safe', dental, medical and psych
salaries of personnel, instructional materials and rent, utilities, and limited renovat
Furids may not be used for copstrirction.

Fideralupport: Cants up to 80% of the total program costa are made. Assistance
pet child for a full year program, and $210 for a summer program.

Funding Levels:
Federal Appropriations State Allocations

1973 6.367,026,291 $5,677,847
1974 892,100,000 5,575,000
1976 462,000,000 5,575,000

FM 1-48/
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Diellarsealent eT-FWeral Funds: Ginn- are ad-
ministered through the, Office of Human De-
valapokint Grants are awarded directly to the
a8Plioani.

Publications, Regulations:
A. Head Start Manual 610.1 (particularly the

. requirements regarding purpose, recruit-
mane, adult to children ratios, staffing pat-
terns, administrative requirements, etc.)

B. Head Start Program Performance Standards
(N-30-364-1)

C. Services to Handi capped Children (N-8-313-
1)

D. Program Options for Project Head Stact (N-
30-3344)

E. Locally Designed Option Review Process (N-
80-221, a-1) -

F. Use of Head Start Funds to, provide Full Day
Services (N-30-336-1)

G. Rill-Year Head Start Plan forCareei Devel-
opment (6902-1)..

H. The Parents, Instruction 1:111, Section B-2
. L FR, Volume 38, Number 181, Part II, Admin.'

*ration of Gran::
J. HEW Audit Gui ber Mt Amend'

merit June 19, 1974
A095''Clearinghouse Director,' and Proce-
dures OCD Memo, July 2,1974

,State Administrator:

Beverly J. Gleeson, Field Services Administrator
Governor's Office of Economic Opportunity
484 Metro Square, 7th and Robert Streets
St Paul, Minnesota 65101
Telephone: (612) 296-6746

or
ion 4olIer,-Director
OCD-BEH Head Start Project Director
Governor's Office of Economic Opportunity
404 Metro Square, 7th and Robert Streets
St. Paul, Minnesota 66101
Tidephcce: (612) 296-6763

HANDICAPPED INNOVATIVE PROGRAMS-I DEAF ,;BLIND CENTERS, EdueatIon
of the Handicapped4.ct, P.L. 91-236, Title VI-C, as amended:

Purpose: (a) To provide grants and/or contracts for the establishment and operation of regional cen-
ters fpr the deaf-blind. (b) To provide grants and misname through the existing Regional Deaf-Blind
Centers.

Eligible Participants: Public or nonprofit agencies, organizations, pr Institutions.

Application. Procedures: Contact the Coordinator, Centers and Serviie45r Deaf-Blind Children, for ap-
plication information on part (a) grants. For part (b) information on grants or service referrals
contatt the Coordinator of the Midwest Regional Center.

Deadlines. '"Due dates for Part (a) proposals to be published 1:11 the Federal Register. For prograni year
1975-76 proposals were due in the spring of 1975. For deadlines in part (b) contact the Coordinator
of the MidwestBegional Center. .

Basis for Award: A field reader panel will review part (a) proposals.

Basle Provisions: Part- (a). and (14 funds may beusedfer compreheasive_diagnostic and evaluative ser-
vices, programs for deaf - blind children's education, adjustment, and orientation, effective consulta-
tive services for their parents, teachers, and others involved in their welfare, in-service training,_
dissemination of materials-and information, and construction.

Federal Support: 100%

Funding Levels:
qk Federal Appropriations State Allocations

1974 110,000,000 $169,5611.

1974 14,055,000 165,0001
1976 12,000,000 164,449j-
1976 ,16,000,000 175,000' -

Disbursement of Federal Funds: Part (a) contract
or grant awards will be made directly to the
contractor.

Publications, Regulations: Rules published in the
Title 45 CFR part 251 and in the FR October 11;
1973.

Programs in Operation: Minnesota is part of Re- .
gion VI, the Midwest RegionalService Centers..

'iPsederrantWUSUadeMmmts.

Federal Administrator

Mr. Robert Dantona, Coordinator
Centers and Services for-Deaf-Blind Children

Bureau of Education for the Handicapped
Division of Educational Services
U.S. Office of Education
400 Maryland Avenue sly.
Washington, D.C. 20202
Telephone: (202) 245.134

or
Mr. Ge.orge Monk, Coordinator .
Midwest Region al Center-Services.

-to Deaf-Blind Children
6th Floor Davenport Building
Ottawa and Capitol Street's
-tansing,Michiusdial8863
Telephone: ,(517) 373-0108

FM 1-49 ,
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HANDICAPPED = RESEARCH AND DEMONSTRATION, Education of the Handi-
capped Act, P.L. 91-230, Title VI-E, as amended.

Purpose: To provide grants for the improvement of the education of handicapped children thraugh
research mid demonstration projects.

..
Eligible Participants: State education agencies, local education agencies, higher education agencies. and

other educational or researchorganizations:. 44

Application Procedwea: Contact the Division of Research, Bureau of Education for the Handicapped for
application forts. - ; - I

\t, Deadlines: Proposals for 1976 projects dug in early fall .of 1975. Specific dates it, be announced in thew
Federal.Register.

Basis for Award: Applications aro reviewed field readers rid consultants.-Annual renewals possible:
-

Basic Provisions: Funds may be used to suPpo research and related activities designed to improve the 4*

education of handicapped childien. In 1974 priorities for funding were in the areas of career educa-
tion training, teacher training, pre-school day care programs, and appropriately designed education
(e.g. in physical education and recreation). -"z,i

Federal Support : Cost-sharing required on all research projects.

Funding Levels: _ -

V

Federal Appropriations State Allocations

1973 $ 9,666,000 $800,268
1974 9,916,000 785,392
1975 9,341,000 765,197
1976 11,00,000 850,000

Disbursement of Federal Funds:
fice of Education to participant.

Direct from Of-

Publications, Regulations: Regulations published
in the gkit May 25, 1973.

Federal Administrator:

Dr. Max Mueller, Chief
Research Projects Branch
Division of Education for the Handicapped
U.S. Office of Education
400 Maryland Avenue S.W.
Washington, D.C, 20202
Telephone: (202) 245-2275

HANDICAPPED MEDIA SERWCES AND CAPTIONED FILMS, Education of the
Handicapped Act, P.L.,91-230, Title VI-F, as amended.

It
iPurpose: To promote the general welfare of deaf persons by providing, through films and other nstruc-

timid media, enriched educational, vocational, and cultural experiences, to pro-ii'de for the acquistion.
' and distribution of media materials and equipment, to train persons in the use of these media, and to

carry on research on education el media specifically related to the educatioll of the deaf and on the
of these media. ,.

la: Por borrowing splices. eta te or local public agencies -and.schools, and organize-
deaf persOns may apply to the Media Services Branch ana/or the Captioned Films
Aroma Learning Resource Centers are now being set up to service the media needs
. Minnesota will be in area six, headquartered ikMichitan.

Application Procedures: Contact the Captioned Films Branch and/or the Medig Services ,Branch Cen-
ters for information on materials available and loan procedures. Contract awardswill be govetned
by the new regulations published in ins. For information on Learning Resource Center services in
Minnesota, contact Bob Wed! in the Minnesota Department of Education, elephone (612) 296-Z47.

Deadlines: Projett proposal due dates will be published with the new guidelines the Federal Register,

Basis for Award: To be outlined in the new regulations.

Basic Provisions: Borrowing services have been limited to uses for demonstradon and evaluation.

Federal Support : 100 % x . .

Federal Appropriations

Eligible Par
tions or group
Branch. Mint
of the handica

1978 - $18,000,000
1974 13,000,000
1975 18,250,060
1976 16,250,000

Fp
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,'
. Disimeresssest of Fpm) Pinsk: 'Disbursement of

project grant funds to be anneenced in regal,
. Moue.

Pphlications; Regulations: Regulitipns published
ht Tide 46 CFR, part 150, and the proposed rules
were publishetrin the FR October 11,1973. Pub.
*Mimi, Catalog of Captioned Films for the
Deaf, in,charge.

ti

.

Feiss! Adrialr}ia
Dr. Makohn Norwood, Chief
Cautioned Films and Telecommunkitions

Branch
Division of Education $ervices
Bureliu of Education for the Handicapped
U.S.Office of Eteation 4,
Washington, D. 20202
Telephone : (202) 245-9605

or 441 , -
Dr. F4wood Blandifthief
Midis Services for tlis HandicappeorBrench
Division of Education Services
Bureau of Education for the Handicapped
U.S. Office of Education
Washington, D.C. 20202
Telephone: (202) 245-2937

PI

,SPECIAL PROGRAMS FOR atILDREN WITH SPECIFIC LEARNING DISAI3ILI-
TIES;duCation of the HandicappedAet, P.L. 91-230, Title VI-G, as amended: 1111111

Purpose: To provide funds for the establishment and operation of model centers which provide compre-
hensive services for chiLen with specific learning disabilities.

Participanis: '1)ublicM private nonprofit agencies, organizations, or institutions including local
education agencies, higher education agencies, and state education agencies.

Application Procedures:Contact tip Program DevelopmXt Branch for information. .

Deadlines: Deadline date for contract proposal submission will be announced in February, 1975. Nor-
mally, proposals are submitted up to* 45 dal& Vier theennouncement, .

Bode for Award: Awards are- niade on a competittve-baais. Priority will be giSh to states or area; teitli-
out model centers. Minnesota currently Y"°-none. I

Reek Previsions: Funds may be used to hell establish and operate model center programs' providing
for comprehensive early identification, d prescriptive, and educational services for all chil-
dren with specific learning disabilities, as as suppOrt technical assistance, research, and train-' Ing activities. No restrictions on fund alien . -

PP.

;to

Federal Support: 100%

Funding levels:
Federal Appropriations-

1973 63,255,000

1874 8,266,000
1975 8,250,000
1976 5,000,000'

Deb

State Al ocations

40. 41-$126,000

meat or Federal Funds: .Drrectly to the Federal Administrator:,
eontlactor from O.E.

Publications, Regutatigns: Proposed rules pub-
lished in the FR October 11,1973.

-4

.

`Pears. yCalkins, Coordinator,
liabilities Program

Division of Innovation and Development .

Program Development Branch
Bureau of gducatieforthe Handicapped

ti

50:47arid Avenue S.W.
of Education

WashingtonD.C. 20202
Telephone: (202) 245-9722

114;
IP

4 GIFTED ILENTED EDUCATION, Special Projects Act of 1974,, P. L. 9380,
Title IV. 7.7\.

.
Purpose: To predide grants to as;ist.tn the development of comprehensive programs designed tp meet

the apecial educationaP needs of gifted and talented children from pre-school age thniugh secondary
sehool leve7a. InIthe funded Region V plan under ESEA, Title V, to help conduccin-servks education
workelions which educate teachers andadmirdstora in how to'teaeli high potAtial students K -12.

111210bIs Participants: State education agencies, local education agencies, and higher education agencies.

L7
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Application Procedures: CO he'State Department of Education,. Office of Gifted EChmation for in-
. formation on the Regio Plan. Special Project application procedures to he establiehed.

Deadlince:. Deadlines for Special Project proposifs to be determin
1976 have been determined.

al appror ',rations for FY

,ilasis for Award: State approval required arrt o eglon V Intcrelated gducatlon Design for
the Gifted and Talented; Title V 5Q$ .Gr t. State review also required for Special Project proposal.

Beak Provisions: Region V funds may be used for paying honoraria to speakers at in-siirvice - sess4ona.
Special Project funds may be used for planning, implementing, and evahlating innoirative progtams
for the gifted. Equipment may be purchased with these funds, and personnel trained ugh state
education agencies and higher education bgencies.

State Plan Submitted: Minnesota prepared a joint application with representa
state education agencies unFler ESEA, Title V.

Funding Levels:
_Federal bAppiopriatlone, State AI/mations

1976 J12,260,000 $10,640

DLsbursement of Federal Funds: Funds sent
Minnesota Department of Education for use by
Gifted Education Coordinator for paying hon-
oraria to speakers.

Publications, Regulations: Proposed rules for
Special Projects to be published in the FR.

Wrograms in Operation: Frturteen regional ten-- hour workshops and five three-hour district
workshops in Minnesota.

It&

State/Federal Administrator:

from all Region V

Lorraine Hertz, Coordinator
Gifted Pupil Prsigram
-Minnesota State Department of Education
6th Floor, Capitol Square Building
St. Paul, Minnesota 56101
Telephone: {612) 296-4072

or
D Harold Lyon, Director

d and Talented Education
u of kdncition for the Handicapped

. Office of Education
400 Maryland Avenue S.W. .
Washington, D.C. 20202
Telephone: (202) 246-8020

,FEIPERAL INFORMATION SERVICES AND TECHNICAL ASSISTANCE

DE N OF TERMS

be allocated for eprogram (appropriation retie 'final figure.Authorization amount of funds that
ly 3/4-1/z of authorization).

a

4.1-

Continbng Resolution Congressional resolution which allows programs fb continue to operate at the'
level of spending of the prior-fiscal year for the :text three months pending passage of an appr6pria.

tions bilk

6 Contract' federal agency awards contract to recipient to-accomplish a.task described tn-detail in the
document. Usually awarded on the basigrof Request for Proposals.

Deferral when the President desires to defer spending on some budget items, a spec Lat. rtessage is
sent to Congress. The President may defer al:rending unless either the House or the Senate passe.ei
an impoundment resolution disapproving the intended deleiral.

DHEW or HEW U.S. Department of Health"; Education and Welfare.

Dtcretionary Funds funds skt aside foi awards to eligible applicants, tp
tive basis.

Fetleral Appropriations funds allocated to program by Congress and preside

Formula Grant when i formula is used to allocate federal funds, funds are u
on the...basis of the number of students in a category or other criteria.

FY --.11scal year; currently the Federal FY is July 14 4ne 30. Begifing tYith FY 1 6 the FY will be
tober 1 to September 30.

'
higher educationallgency or Hider Education Act.

LEA local edue.ation agency. -4
. Matching or Cost Sharing portion ofproject cots not borne by Federal gov

ingof cash or in-hind contri',utions.of SEA and LEA.

a

oil a natiOnwilie-competi-

$

ated to states

W..

M.S. MinnesotaiStatutes.

1H not applicable or available.

a,

I.

:FM Y7,52
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' Nestoroat Institution any corporation, foundation, trust, aisociation, cooperative, or other organiza-
tion other than educational institutions, hospitals, and state and lois' -government agencies, bu-
reaus, or departments, which is operated primarily. for scientific, educational, service, charitable,

1-' or similar purposes in the public interest, which is not organized primarily for profit.
.r.

.

Program Consolidation when One application suffices for piograms previously separate; fund use is at
the discretion of the recipient within braider guidelines (e.g. Parts B, C, Consolidation of 93.380)-

Project Grant awarded a competitive review basis fro 'scretionfiry funds.

Reel:Wonwhen the Pre ent wantaito impound funds a Cial message to Congress is sent !so ?e.-
questing. Congress has 45 days to pass a new bill altering the original appropriations figures; if a

. new bills not iesiked, the funds must be disbursed by the Federal agencies as originally appropri-
ated. . . ,

Regalatiete _eligibility, guidelines, and funding and award criteria for programs. Proposed rules and
regulations are subject to revision before finalized. Published in the FR, CFR, or in special

publication&

SEA state educational agency
State"Allocations,-T portion of funds appropriated to program by Congress set aside for Stateof Minne-

sota and/oriauded to Minnesota-based applicants.
State Appropriations funds allocated to program by Minnesota State Legislature and Governor.

,1411r=

Supplemental. Appropriations additional appropiiations not included in the regular appropriations bill.

WOE err OB.= U.S. Office of Edurttion
4

At

4

REVISED TITLE I DISTRIBUTION FORMULA_ ,

Title if ofthe Education Amendments of 1974 extends through June 80, 1978 all the programs pro-
yiaed for under the Elementary andZecondary Education. Act of, 1965, excluding Cor,rection Ethication
Servias. _ _

The magnitude of funds distisibuted under title I Of ESEA and their distrit on to almost every
school district in the Nation helped tb create' vigorous debates preceding the bill's option in connection'
with the methbd by which Title I funds are distributed. That distribution method wis substantially -
changed fbr the first time since 1965. , .. . '

Under F141965 Act, funds were allocated to the schools on the basis of three *tors: (1) the num-
. ber4students whoie families fell below the set poverty level, (2) the number of fhmilies whose AFDC

pit nts exceeded that poterty 'level, and (a) the average expenditure for elementary and secondary ,. : :

'education per dfrild in a state. These 9. -w..- factors remain. but.l.he -WY -tbrY,nr=e- Mud- is--cban8e4-, --- - -=. - - = - -,- ,,------,---
substaptiallY.

r .
07 I Y / ..1

I 'or the first factor, the poverty level is now variable and is determined in accordance with the so-
canecP"Orshansks,Permula," This formula goes beyond family income'and considers fern* size, and

. to a somewhat lesser extent whether a farm or non-farm family is idvolved the sex of the head of
the household. The poverty level under the brshansky formula works out Er approximately $3,750 for
a nop-farm family of four atithe time of. the 1970 census. '

,
-- Under the second factor, the new formull considers only two-third; oVirlrille AFDC children in......

families in the "curr*" Orshansky level, instead.of all;AFDC children: The " ent" level for this yeai
for a non-farm fami four is approx;lately 54,500.

, es .

In,the Case of tjie third fac tor, the formula now uses 40 percent of the state average expenditure per
child rather than the 60,percent used in the originAl formula. Previously, states could also use the
national per pupil expenditure if this exceeded that of the state. Now no state per pupil expend' r ctor
can be lets than 80 percentof the national average nor greater than 120 percent, thus proved g a r
for the, poorer gates 'and a ceiling forothe wealthier. . . ,

- TO stimmarize the method of calculating Title I funds: first, determjne the number of low-income,,
. children in the district, Secondly, add to thii figure twoithirds of thelAFDC children above thd low- e.

income figure. Multiply this total by 40 percent of the state's average expenditure per pupil, (or by 80
, percent of the nattonal figbre, if that is greater but,in turn, no higher than 120 percent). Again, the

I e A nioduct of 'his calculation is the authorized amount:The actual allocated amount would, be a prorated.

-sturrbased on the liwel of 'appropriations for theState of Minnesota..
.

There are also three other.distriimitions of Title I fund. The largest distribution goes to state edu- 1

,cation agencies for. programs serving handicapped, inigra and, negleoted and, delinquent children.
Other distributions come, under the IncebtivexGrant (part B) grdm, which altotates funds to states
on the basis' of the extent to which they exceed the nations rage expenditure per pupil and the
-Special Grants (Part C) program allocating funds to areas, high concentrations' of low-income

1.0

children.

FM Ir,,5,"
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In order to assure an orderly tragsition to the new funding'approaches, iiilymeats under all of these
programs are controlled by what is called a "hold harmless" provision of the law. This stipulates that
local education igenciesare guaranteed at least 85 percent of their $revious year's allocation and the
state agency:programs 100 percent oitthelr FY 1974 allocaticom

CONSOLIDATION OF EDUCATION PROGRAMS
4,,.

Title IV_Of the Educe rterDienihnents of 1974, P.L. 93-380 deals` with "consolidation" of education
programs. P.L. 93-380 includes thre?types of consolidation: (1) administrative consolidation, (2) pro-

. 'gram consolidation, and (3)tconsolidation of the Commisioner of Education's discretionary authority.
k

Administrative consolidation provides for a single state Application for the various formula grant
programs administered by the tales. States would also submit an annually. updated program plan for
each authorized program-area. I state plan program requirements -ronld continue in force but states
will have baffle so-called 'Moiler p te" assurances only once. . r ,

. , Program consolidation calls for program funding mergers in the library and learning resourceaarea
and in educational innovation and napporitarea beginning in fiscal year 1976.oIn theklibrary and learning
resources'area (Part B), threeieparate programs would be consolidated Title II of the Elementarysand
Secondary Education Act of 055 (textbooks and library materials); Title,III of pie Nationti,) Defense
Edtkation Act (equipment and minor remodeling); and ESEA ifitle III (guidance, counseling and test-
ing). The innovation and support area (Part C) consolidates four existing categorical programs,-,Title
III of ESEA (supplementary education 'centers and services excluding guihnce, counseling and test-
ing) ; the Strengthening State.'and local Educational Acetifies program (ESEA Title V) : Dropout Prn-
vention (Section 807 ESEA) ; and' School Nutrition and Health ServiceilSection'808 ESEis).,,,

__. 4
4 .

, { .

For. FY 19/16, only,halt of the fuhds for these programs will be consolidated, *With tie other half
bf the funds being distributed in the same categorical manner as before consolidatIbn. Full consolidation'

will take place in FY 1977. -... ;
. .

What does -consolidation Ito the local eacation agetib? In -brief, the loial educational agefii
ties,, will be able*, gel theilhown funding priorities within'the4ucational purposes of the consolidated 'i

programs, shifting funds from one program area -to another when desired. Forreaamtile, in the libraries
and learning resource area the LEA may decide thaf school libr# fesources have higher priority than
textbooks or equiproent,erni.proceed. to allocate its funds in that direction. ,-,

. - ', I _I '
In the innovation and support area itis the state that detirmines the priorities for fending the vari-

ous projects. At least 15 pement of theinnov ion end suppoft funds must be used for handicapped thil-
,...,..',, ,..dzenwand,na.ma,,re,than,1,5,petemt_ellber pf,tb ,irltoef Lion dr of Ott amount recloived bz the state in l';', e'

. Ir3 under the present Title V of ESEA, whic ever us higher,e,an be used to sfiengNen Blatt anTloca
leadership resources Ofstate agencies. ..

..41

' Children in nonpublic ,sciVOls must be served under both areas. Fundefor both program eonsolida-
tion areas are distributed to states based on the-number of children aged 5-17.

The third form of consolidation galls fc7r a new approach to the authorization of thosfrunds that the
Conimissionei of Education may_sllocate at his own discretion. Under the "special Projects Act" portion
of P.L. 93-380, broad authc;rity is given to the Commissioner to conduct newand experimental programs
within a limit of $200 subject, of course, to available appropriations.

However, for every dollar applied by the Commissioner to priorities lie may establish, at least 'One
other dollar must be applied to the p'riorities established by Congress under P.L. 93-380 use of the
me,tric%system of measurement, gif,ted and talented education, communit* schools, career education,
consumers eddcaticin, women's educational equify, elementary and seconklary school education in the arts,
and school health and nutrition services for children from low income famides.

Regulations for the censtirlations''required by P.L. 93-880 may be fourieleitt the Eederal Register.
Programs 'winded En the consolidation may be founcron pages 9, 10, 11, 13, 14 and 123.

'FM 1-54
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REQUIRED READING

5

MINNESOTA, SESSION LAWS,

a

CHAPTER- 683--S.0.14.162t,

[Coded in Part]
. :

An act relating CO operation of goVernment4roviding for aids --s.

to education,- to levies, and the distribution of tax revenues; ..
. authorizing an experimental school in independent, school district .

No. 809 and the 'issuance of bonds by independent school ditrict
!To. 625; appropreating money; amending Minnesota Statutes .1971,

. Chapter 124, by adding sections; Sections 120.17; SubdiVision 7, and
: by adding a subdivision; 121.04;_ 124.17, Subdivision .1; 124.212,

'' - Subdivi i 1, 4, and. 10, and by , addiar, subdivisions; ; 124.28,
Si4 on 3; 124.32, ;Subdivisions 1 and 5., and by adding a
subdivision; 275425, .Subdivision 3 and by, a ding subdivisions;
276.11; and 260:436, 4.Subdivision 2; repealing uinnesvta Statutes
1971,'Sections 120.17, . Subdivision 8; 12,:'1.212, ulxliyisions 3, 6, 7

. and 8; 1N.22; 124.31; 124:32, Subdivision 3; 275.125, Subdivision 2; . .
'''''"""'''.-t-r---'''''''"--it'stiT360:133-Silb?lloggior3.'''"'''''''''''-'''''''""''';``I'-''''-""'"'-' 4 4-- a

4

Be it enacted 6. t.h-e: Zegistiture-,-4' tate of Minnesoq:
. .

Section 1. Minnesaa. Statutes 1971, Section 1 :17,'Surtidivi-
sibn 7, is "amended to read: ,

Subd. 7 EDUCATR*; STATE AIDS; PLACEMENT 111
STATE*. INSTITUTION; RESPONSIBILITY. Responsibilogy fof
special instruction and services for a haridicitpped child itiaced in a
state institutith ttii a temporary basis .41411 be detetrnined in the.
folio ng manner:

'me

((a) The legal residence of such child shall be the school district'
in which his parent elides; a liVin , or,.fiis guardian if- neither

(b) When the .eddcational needs of such _Child can be met,
through theattstitutional program, the costs for such instruction
shall be paid by the department to which 'the institution 'is
assigned; -

amain or additions' indicated by iinclerlinct deletions by 14Akeetts
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Sc) When 4t is determined that such child can benefit from
$ public school enrollnietit, provisiyn for such instruction shall be
ei -_:.

made in the following manner:
_ - -

, . _

(1) iDetermination of eligibility. for special instruction and /itinstruction
services shaU, be made by the commissioner of edikcation and the II'

. commissioner of the.tdepartment responsible. for -the institution;.
(2) The school district where the institutioais located shall_

- provide in appropriate educational program fot the child and shall
make a tuition charge to the 'child's district of residence for the
actual cost of providing the program:

_
-

. (3) The district-of the child's residence shall pay the tuition and
other program costs including the -unreimbursed transportation'
costs and may claim foundation .aid for the child. Special van:Tor-
t-0On shall be provided' by the district providing the education
rogram and t tate shall reimburse such district, within. the
imits rovided w.

f -

Sec;2. Minnesota Statutes 1971, Section 120.17, is amended by
adding a subdivision to read: 't ,

,
Stibd. 8a. 'RtSIDElitE OF.CRILD UNDER SPECIAL CON._

DITIONS. DI: legal resif nce'of a handicapped -,child vlajed--in a
foster facilit . for care and trigitment., When: 1) parental rights -
a:tie been.terminatet1 IV court Triter. Vparent or guardian is not
reiniz within the state; .0r-(3) no other.tchool district residcrice,can
established, shall be the chool -district in -which the child resides-

educational program for such child as-it pro es:;for all resiMnt
The school board of the district of- residence :till provide the signe

handicapped children in the district. .....----

- , Sec 3. Minnesota Statutes 1971, Section 4- 24.04, is amended to
read:

).

" "--12t.ezt CA'PITA-1,- PP,N4IITI4R-E-IA VINCi .A4.5T-110Hirir
. 'addition to the ta\ le% y prescribed by law for general and 'special

school purposes, the hoard of any district in'ay le% y annually an
amount etioal-to-eigh.t"not to exceed $65 per pupil unit and not to
exceed 10 -mitts on each dollaruf aluation of the taxable
property in the district adjusted for the preceding year by .the
eaualaation aid review committee notwithstanding the provisions

611 sections 272.6.1 and 275449, pro\ ided that said levy may not
exceed by more than two ,mills (three mills if the district adds units
pursuant to section 124 17, sul-xlivi-sion 1. clause (7)) the levy under
this section in the previous rar: The tai so levied shall be
collected in the manner providJd by law for the collection of 04,14eF
school taxes. The proceeds of the tax may' be used only to acquire
land, improve and repair schbol sites and to erect, equip:re-equip,
re it and improve buildings and permanent. attached fixtures,

ect to the commissioner's approval, tbe tax proceeds may also
used to rent on lease buildings for school purposes and to acquire.

*"'*or construct buildings. The board 'ficia.tshall establish a fund in
which the proceeds of thi.s tak may all be accumulated until

The proceeds of the tax shall not be.used fty custodial or direr
gtainteriance services. f.t 1

1

tinges or additions indicated by ttnderitne:deletions by thrikao444 g

expendedby-the-bear-4,
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Sec. 4. "Minnesota Statutes 1971, Section 124,17, Subdivision 1,
is,aissended to read:

124.17.DEFINMON'OF PUPIL UNITS. Subdivislon 1. Pupil
unite for each resident pupil in average daily membership shall be
counted as follov.)1:

(1 In an elementary school, for kindergarten and for Nandi-
.

capped pre-kindergarten pupils as defined in section 120.03, and
enrolled in one-half day-sessions throughout the school year or the
equivalent thereof, approved by the commissioner of education,
one-half pupil, unit and other elementary pupils, one pupil unit

(2) In selcondary schools/ pupils in junior high school or a
.six-year schbOlsand All other pupils in secondary schools, gnd
four-tentHs pupil units. Pupils enrolled in the seventh arith
grades of .a middle school shall ,Pe counted as secondary pupils.

(3) In area vocational-technital schools onerRZ'one-half pupil
units.

(4) To meet the problems of educational overburden citified by
broken homes, poverty and low income, each pupil from families

,receiving aid to families with dependent children or italgoccessor
rn, shall tie counteif as an additional five-tenths -pYpil unit.

he department of public 'welfarp is directed to furnish to the
departpient-of education that information concerning children from
families with- dependent children *la ip necessary to calculate
pupil units. Additional aids to a district for such pupils may be
distributed on a delayed basis until the department of education
publicly certifies that the information'needed for paying such aids

available on such a timely' basis that such aids may be paid
concurrently with other 'foundation aids.

I
----- 15) In every istrict where the number of pupils from families

receiving aid to families with dependent children or its successor
m exceeds ten percent a %t e total actual pupil units in the

.strietfvf.the.3arne.y.82.,. as lionnartevf ttft um's' fir and (2)._ each
forpupil shall be counted as an additional 35/100 of a pupil unit;

for those district§ where the number of such pupils is more than
fightpertent but not mor;.: than te' percent of the total pupil units
in the district for the same year. as computed in clauses (1) and (4),
each such pupil shall be counted as an additional two- tenths of a
pupil unit and -for those diqricts-where the number of such pupils
is' at least five percent but not more. than eight percent ofthe totem
upil tinifs in the district for the same Year. as computed in clitases

(1) and 11),_each such,,uppil shall be counted as an additroiiii
Onetenth of it pupil unit. Such weighing shall be in addition to the
weighingprovided in clause:LLD. (2). (41, and (4) of this section.
School iribtricts arc encouraged to allocate a major portion of 10

pds_ that they receive on)-iccount of elau5ed114) and (5) to primary
grade ordi m iramsand seces. particularly to programs and services

-that involve participation of parents. E

04 (6) Where tho total-pupil units of a distncLare used as
multiplier in determining. .foundation aids and -spending ands levy," limititibris and 'where the actual number of pupil units has de-
creased from. the prior year, the number of pupil units for such
district s'hall.equal the average-of actual pupil units for ,the prior.
and current-xgagawi'

Chines or .adiiions indicated by underlirte, deletioni by 60446.0w.
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(7) Where the actual number of pupil units has increase j, from
the prior yeardby more` than fpurAercent. a number of DupiLunlig

Ual to one fourth of the differentre between the units as comout-
'n clauses (1) and (21._ for the two years shall be added to the

other units for the district.

L81 Only _pupil units i

clauses (1), (2) and (I) shall be used in computing adjusti
maintenance cost per pupil unit.

Sec. 5. Minnesota Statutes 1971, Section 124.212,
Subdivision 1, is amended to read:

.*

/ 124.212 FOUNDATION AID. Sulxlivision 1. The foundation
aid program for school districts for cixcx44 -school years 472 1973-
1974 and 1973 1974-1975 shall be governed by the terms and
provisions of this section.

Sec. 6 Minnesota Statutes 1971, Section 124.212, is amended
by adding a subdivision to read:

Subd 3a AID GUARANTY. Notwithstanding any of ttig
other provisions of this section for the 197371974 school year
neither the sum nor the sum per pupil -unit of the aggregate
foundation aid earned in a district maintaining a classified second-
ary school and the amount raistd the maximum le%) authorized
by Minnesota Statutey)71_,__Section 275.125, Subdivision 2 Clause
(2) and for the 1974 -191:-. school year neither the sum nor the sum
per pupil unit of the aggregate. foundation aid earned by.;:iich a
district and the amount raised b) the maximum 1c :1y authorized for
1973 by section IRO) of this act shall Ix.: less than the sum or the
sum per pupil unit respectivek of the aggregate foundation aid
earned for the 1972-1973 school \ear, anv payments darned,,_ for
19724973 \\ hick but for bile tperatioh of Minnesota Statute 1971,
Section 121212 Subdixision 3, v,ould not have been earned, and the
amount raised b.) the levy authorized by Minnesota Statutes 1971
Section 275 125, Suldlyisaut 2, Clause (1). -Agowte foundation

ncludes foundation aid for all iluip-U'rfitg.-rFor purposes of this
computation pupil units Used as a di\ isor shall include only those
units identrified in clauses (1), t2) and(3) of subdivision 1 of section
124.17. ',

Sec. 7 Minnesota Statutes 197Section 124.212, Subdivision
4, is amended' to read:

Subd. 4.

1-4.,144411-14e-f-4414er----Fe4hie
afaou44-41-F,444 -f.,44--ea.i4i (4i paymcsride-t44-.44.e-41itil,r-liLt

The amount of money
received by school di,trictI:.as incote tnom the permanent school
Tund for a year, shall' be deducted from the foundation aid
earned by the district far the same year including aid earned
pursuant to section 6 of this actor from aid earned from other
state sources.,

Sec 8 Minnesota Statutes
by adding a subdivision to read

1971, Section 124212', is amended

Chingis or additions iaticated by underline, deletions by strikeout.
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-Subd. 6a. For the 1973-1974 schdol year a district shall receive
in foundation aid the lesser of (i) $788 per pupil unit less 30 milli
times the 1971 adiusted assessed valuation of the district. oral the
amount that bears the same relatioh to the difference in (1) as .the
sum of the 1970-1971 adjusted maintenance cost per pupil .unit

"1, 4 'creased tiv $87. and the greater of (a) one-sixth of the difference
t ults wh th ad' s ain 1 ost per pupil unit, so

incre. -6, as subtracted rom $788. or (b) $38. bears to $188.

Sec. 9. Minnesota Statutes 1971, Section 124.212, is amended
by adding a subdivisioroAo read:,

Subd. 7a. For the. 1974-1975 school y'ear a district shall receive
.in foundation aid. the lesser of: (1) $820 per pupil unit less 30 mills
tames the 1972 adjusted assessed valuation of the district, or (2)-the
amount that bears the same relation to the difference in (1) as the
sum of the greater sum computed pursuant to section 8. clause121
of this Vt. and the greater of (a) one-third of the difference that
results when such _great& sum is subtracted from $829 or (b) $32,
bears to $820.

Sec. 10. Minnesota Statutes 1971, Section 124.212, is amended
by adding a subdivision to read:

Subd. $a. Notwithstanding any provisions of any other law to
the contrary.-the adjusted assessed valuation used in caietilating
foundation aid shall include only that property which is currently
taxable in' the district. For districts receiving payments under
sections 298.23 to 298.28; 298.32; 298.34 to 298.39; 298.391\ to
298.396, 298.405; 298.51 to 298.67; 294.21 to 294.28; 124.215
jubdivision 2a; 124.25; 124.30; 360 133; 360.135; and 124.28; any
aw imposing a tax upon severed mineral values, or under any

other law distributing' proceeds in lieu of ad valorem tax assess-
ments on copper or nickel properties; the foundation aid shall be
reduced by: The previous year `s payment to the district pursuant
to said sections times the ratio of the maximum levy allowed the
district under section 18 9f -this' act to the total levy allowed by
section-275.12r): 1561: 'rfa 'eVe.e'd '35' liFfejrif 19'7X1'974 .-awd -:-
percent in 1974-1975. of the previous year's payment.

Sec. 11. Minnesota Stattites 1971, Chapter 124, is amended by
adding a section to read:

[124.222) TRANSPORTATION AJD ENTITLEMENT. Subdivi-
sion 1. COMPUTATION. For the 1974-1975 schooryear the state
shall pay to each school district for all school transportation aind
related services for which the district is authorized by law to
receive state aid; (1) The _lesser product of _either

(a) The actual net operating cost per eligible pupil transported
durihgl the 1975 fiscal year times the number of eligible pupils
transported duriniz the 1975'fiscal _year. or

(b)110 percent of the actual net operating cost per eligible
mil 'transported during the year ending .Tune 30. 1973, times the

)cr of eligible pupils transported during the 1975 fjscal year;

(2) Minus the amount raised by a levy of one mill times the
adiusted assessed valuation K hick is used to compute the transpor-
tation levy limitation for thy; levy collected in calendar year 1974,

Changes or additions indicated by underline, deletions by somleeout.
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(3)* Plus, the amount of depreciation for one year on the nhool
bus fleNtzeornputed by the department of education on a straight
line basis at the rate of ten percent pier year of the net cost of the
fleet.

qubd. 2. Notwithstanding subdiVision 1. for the 1974-1975
schoo) year the state shall tray to school districts having_ boundaries
coterminous with the boundaries of a rity.of the first, class for all
school trawortation and related serAces for which a dis riot is
a thorized by law to receive state aid ,Igliv_percent or t e Jess'br
product computed pursuant to claiik (1).or
percent of the amount coated pursuant to clause (31 of s
!non

Subd. 3. PAYMENT SCHEDULE. The state shall ilay_t each
school district 30 percent of its estimatedrnioo transportation aid
entitlement for _the 1975 fiscal year on 6r before each of the
rollowitg dates'' September 30, December 31, and March 31. The
equal balance due the district shall be paid on oribefore August 31
of the. following fiscal year.

Subd. 4. SPEC ! PAYMENT. In addition to otherpayments
authorized by.law, -on or before August 31 in fiscal year 1975 only,
the state shall=pay to each school district ten percent of thy amount
paid to the district in fiscal year 1974 for school transportation
services provided in fiscal year 1973.

Sec. 12. Minnesota Statutes mr, Chapter 124, is amended by
adding a section Co read:

[124.2231 TRANSPORTATION AID AUTHORIZATION. For
the 1974,1975 school year and thereafter, 'school transportation and
related services for which state transportation aid is authorized are:

(1) Tfamportation or board of resident pupils wrho reside one
mile or more from the public schools which they could attend or
transportation to, from, or betAuen the schools theN attend pur-
Ira) t to a pro_grm approved-Fn.-Ow vorrealksiorrer-of .t-plue4t4401%._or,.

who reside one mile or more from a private school actually
attended, but only to the extent permitted by Minnesota Statutes,
Sections 123.76 to 123,79 with respect to private school minds,
provided that state transportation aid is authorized in an amount
not to exceed $700,000 .annually for the transportation of any
elementary pupil, if the commissioner determines that the transpor-
tation is necessary because of extraordinary traffic hazards;

(2) Transportation to or board and lodging in- another district,
of resident pupils of a district without a secondary school: the
pupils may attend a classified secondary school in another district
and shall receive board and lodging in or transportation to a'
district -having a,classificd secondary School at the expense oT thd
district of the pupil residence;

(3) Transportation for residents to a state board approved
secondary vocational center;

(4) Transportation or bond and lodging of a handicapped pupil
when he- cannot he transported on a regular school bus, and the
conve in of handicapped u ids between h me and school and
within the school. plait,

Changes or additions indicated by underline, deletions by stakeout.
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(5) Transportation °President handicapped children to licensed
clail.ime activity centers attended by the children,

(6) When necessary board and lodging_ for nonresident handi-
capped pupils in a district maintaining special classes,

(7) Services described in clauses (1) to (6) when provided in,
conjunction with a state board approved summer school program.

Sec. 13. Minnesota Statutes 1971,-Section 124.28, Subdivision
3, is amended to read:

Subd. 3. For the purpose of determiningthe applicability of
this. section to any district in fiscal 1974 and subsequent years, the
valuation of taxable propel shall be'the 4469 adjusted value of
such property as determined 1 the equalization aid review commit-
tee and used in calculating foundation aid for the corresponding
school year, odper-s4+4a4

n-1,artit;---1406;
ant the valuation of the exempt property shall be the

full value of the exempt property as reported annually by the
department of public service. For the purpose of determining
refunds the valuations of the taxable property shall be taken at 30
percent of the valuations as adjusted by the equalization aid review
committee and the valuation of the exempt property shall be taken
at 30 percent of its full. value. The eligibility of a school district
under this section is determined by adding the adjusted taxable
valuation of the taxable property of the district as determined by
the equtilization aid reiew committee to the full value of the
exempt property as reported by the department of public service;
then by dividing the amount of the exempt property by the total of
sucti aixable property and exempt properly; if the result is 20

..percent or more the school district is eligible, otherwise not, unless
it, qualifies temporarily under subdivision 1 or the following para-
graph.

An district disqualified from receiving refunds because this
01xii% ilonitunienif substit utes a more recent uljustcd assessedc...r
valuation for the 1911rl iliusteri7Zse-d 'valuatioture% iously,speci-
fle{ haii tie\ erthe!e-s continue to receive such refunds for three
dd,tibnal \ears, but the net amounts due prior to any require)
woration shall be 'educed by ..)--) percent the first year, by 5

percent the second veal and to, 75 percent the third year.
.-

Sec...14. 'Minnesota Statutes 1971, Section 124.32, Subdivis.
1, is amended to read:

124 32 HANDICAPPED CHILDREN. Subdtvision 1. The state
shall pay to any district and unorganized territory;_ (a) for-the
employment welts educational program for handicapped children, 60
percent of-Me salary of essential personnel, but, this amount shall
not exceed 4;,5,301) &-,,,t100 for the normal school year fur each ,full
time person employed, or a pro rata amount for a part time person
or is person ernploed. fora limited time, including but not limited
to summer school, fi)) for the ery,ploment of an individual jointly
with, another district or districts or unorganized territory -in its
educational program for handicapped children, 60 percent of the
salary of essential -personnel, but this amount shall not exceed
$,;*3401.:),600 per annum for each full time-person employed, or a
pro rata amount for a part time person of a person employed for a
limited time including but nut limited to summer school.
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. Sec. 15. Minnesota ,StatUfes 1971, Section 124.32, Subdivision
5, is amended to read:

Subd. 5. When a handicapped child is placed in a residential
facility approved by the commissioner rind established primarily to
serve handicapped children and when the child's educational; proms
gram is,approved by the comrnissioner, the state shall pay to the:
resident district not -to exceed 60 percent of instructional casts
charged to the retudent district, less the foundation aid\per pupil
unit payable to the resident district. Not more than' $4241000
$300 000 shall be spent annually for_purposes of implementing this
subdivision. If that amount does not suffice, the aid shall he pro
rated among all qualifying districts.

The folloVving types of -facilities may be appcoved by the-commissioner:

(a) A residential fathlity operated by a public school district
and designed to serve the low incidence handicapped, the multiple
handicapped, or the, most severely handicapped children, either
within or outside of .the state, or, a state residential school outside
of the state.

(b) A private, nonsectarian, residential facility designed to
provide educational services for handicapped children either .within
or-outside of the state.

.

(c) A: state hogpital or private nonsectarian 'residential
.
center

. designed to provide care and treatment for handicapped children. ,
. r

Sec. 16. Minnesota Statutes 1971; Section I24.32,-is amended
by adding a subdivision to read:

SulI..6. . The state shall reimburse each district or unorganized
territory the actual cost incurred in providing instruction and
services for a handicapped child whose district of residence' has
been determined by sections 1 or 2 of this-act. and who is
temporarilA placed in a state institution or a licensed 'residential

) facility for care and treatment. this section does not appty for a
. child placed in a foster home or.a foster gri home.

. \ ,, i --

Upon following such procedure as requested by the commis-
sioner of education a district or unorganized territory providing
instruction and services for such handicapped child may bill the
state the actual cost incurred in providing said services including
transportation costs and a proportionate amount-of capital outlay
and debt service, minus the amount of foundation aid, special

- education aid, transportation aid, and any other aid earned in
behalf of such child, such action pursuant to limits set forth in
Minnesota,Statutes. Section 124.32. Subdivision 4. . ' .

Sec. 17. Minnesota Statytes 1971; Chapter 124,, is amended by
adding a section to cead: '

' [124.781] LIMITATION QN TAX ANTICIPATION BORROW-
ING. Except as approved b1 the commissioner a district max not
issue certificates of indebtedness pursuant to sections 124 tl to
124.78, for a larger proportion of its total mticipatol tax or aid
revenues than it horriA.ed against such Tevnues %hieh were
received in calendar 197; A ith re2iLiett to tax revenues and in the
1972-1973 scAol year with respect to aLd revenues.* ' .
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Sec. 18. Minnesota Statutes 1971, Section 275.125, is amended
by adding a subdiyi orb to read:_____ - .

/ .

Subd. 2a. (1) In 1.97a, t4 achoirl district rimy levy for all general
and special school Purposes. an a tli au n t. equal to the amount raised
by the 1972 adjustild asses§ed valuation of the district times tife
number of mills, not to exceed 301 that heirs rthe same relation to
30, as the'kreater sum computed pursuant; to section '9, clause .(2)of
this act, bears to $820. -- t .

.

(2) In 1974. a school district: maY levy for all,,gerral And
special school purposes. an amount to the amount raised by
the 1973 adjusted assessed valuation of the district time!) the
number of mills exceednot to exed 30, that bears the carne relation to
30. as the sum of th,e -irreati.rsum ciimputed pursuant to section 9,
clause (27of this act and the. g,reiila of (a) one-half o the
difference that results when such greater sum is subtrackTfrom
$860. or (b) $30, bears to $860. . ..

13) The levy zuthorized k' elausts (1) or (2) may be increased .
in' any amount which is alarmed I)) the.,%oters of the district at a
rderenitum_called for the purose. Such a referent-16-m may re .' called by' Yhe sthool'board or shall he called by the school boara
upon written petition of (pialified voters of the distriot. The
referendum shall be held on a (lite sOt by the school board.Only
one such election may he held in a single school year. The Luestion
on the1hallot -Zan he whether a specifio'millage which will,vield a

\. specific_amotrnt based on !lie most-T(Ticcint assessed %ablation may
be aC ded to that ituthorizeil by clauses (1) or (2)71( amroved thp
amount.pro% ale(' by the India& , applied to' eaeli years assessed
valuation stall he authorized for certification until revoka by the
voters of the (Wid' at a subsequent- referendum, which_may_ke
called by the school .board and %%hich shall be called by the school
board upon the written_peti,tionsof quitliffvfl ,votsrs of the district
tinless the putitioly-ficr re% ()cation isLutrinitted it` the same year in

.

which- a lei} has been increased by ilw voters pursuant to this
clause. A petition authorized by this_.clauk shall be ffectivC7
signed liN a ntirrtber of qualified voters In excess of 15 percent r

'`,101'i '4Wriri-rThe'gelToollibliiire'fatioliTSWAT in
excess

,--
genera{ election, of the ,aeragy number of voters at the two most
recent -district w,itie school elections. --A referer17.17n invoked by
/petition shall he held within thilee monthsiof submission of the
/petition to the school board unless ithe petition , for 'revocation is

-
. 1 submitted,. in the Sagle year in which a le% -, 'has' I n inweased ld

the mters pur-amt to this cIause._±_lotwithst ding any law to the
contrary, the approval of 50yercent plus one o those %otibg on the

- question is required to pass a referendum.
- 4,

`Sec. 19. Minnesota Statutes 19Z1, Section 275.125,.Subdiyisisp
.3, is amended to read: ' ..

:41111A
Subd. 3. In addition to the levy_ pfeserihed Aulhorized 8'ysins -2 section 18 of this act, each aLqualifying rlistrit may`

levy .additionYI amounts as -follows:

f1) The amounts necessary to make payments for ands issued
and fr interest thereon, and fterepa3o-niu-44-g4lei4t-+;1-44-ier-loans
an4l-eai44444-1-444FT-the-mno.un.t-author g,W-cor-eapital-0-441-ay Li-1014:
mg the bonds lind interest thereon issued as authorized 14y clause
(7)(C) of this sulidiisign, and for repayment of debt serYiee loans
'and capital roan\ the amount -authorized for capital cxvenditures
pursuant to sectioir 124.04 and the amount authorized for liabilities
of dissolved districts pursuant-to section- 122.45:
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y 1--1- 1- le`

-4,),--A44-460104111.-neWSKilfy-tiiiy-th4i-41441414444-tielAng-tritnOtoOf-

11
eotifnated-44ate--40anfig0.4444M-Ftginten4440-4-4,4ffe4Wyeaf.
The-01041c.t-Faisea-hy-4.1444-aff#14,4441a dy-for-eoi4s.'

L. toll-4n4lef

.103684°111"442-144441-1-2442r. , '
(2) For school transportation services? an amount not to exceed
amount raised by a

transportation
of hnc miH times the adjusted assessed

valuation of the ta \able property, of the district for thezyccedirA3
, year; provided that in 1973 arid thereafter: a district, haring.

boundaries coterminous with thik bounddries,4f a city of the first
class may levy an amount not to exceed 2U percent of its costs for
transportation and related services for which state aid IS authorized
-for the 1974-1975 school year anti thereafter, and provided further
that a district may le.y under this clause for the annual c*:11

payments to be 'madezlor the purchase of buses, but only for that-
portion of the Payments not offset by state tarisportation aid
received on, account of depreciation.

43) For pu-r e in 1972 --any

1441.ci.e.nle44-4441 144k-

fi4e444-per---44146-444-4431-ei'a ivrghip for 1W0-144-74
wheel! -year fro gram le-1440-1474

t,e44-ra.a.m.bet-ia-nc-e-Zot,t- irt-i4-i.nrage-4-144.4-themi.Per-
shttfea-te#,---t,14444-4750 per po144 l-ti-c44,-malowtt-por
p4f4.141,4t14-1.1.4144.- 4.4r-ielo,-4,ha.n-t-he-4-affe-re:nce-lwt-weep-ho44-1

at

72--1Auji--e4liest4144,--441-447-3---an.!,1
4141' t44

(3) -4 f-4-1444.,--;u4441i*ision,-A4-14-1-i.n which the glim of the---:44144-t4on+1
.ah:10044-1.t ef-put41-041:44,-a44-44Frbe41-1.iy-e,4:14paragrapil-(4)-an41-*-744lim,r

.

It:Ffatt 'A dietriet 4444ast;
.-anit.-p.144*-413e-4-14-f-fer

'fility--1144-4-tited4N for ,in-a44-141441-1441-4434-41. ikt,--E.><-4:-Vedtt-1--:4-1414-11.6-4.4n4014*.

4-he-akitaiitese,el-u.at,44441-441-1.4144,64,r-44,

144044.144,eeii-Fite,41-m4-14444 p.11,411-reixtrl,----1,5e-voco-rn4#;4444414twat-1444
htk-r-et.eipt.---,4441-expe.ottitiliet:,-of-the it+4 +4 -for the ageat.zoeation-al

Setiteinber- 44A-he 444.'ii4 r riHltir -4+} 111e'
toetieti44Ri-AmikL,--44446-041414 W-141-01-4.13t

let*Win
Fok44-44t,t-r44-44f----Cat;444-y---;44444-134.144-R+Kx-a-f4444,-gett4R41: 4f-y--iir444

Voe,1444401.0c-h-144.04- 4Wh4 04 4fh4 -k-A-A.--4443-441444-14+f+44-44* -kikellife4.44
1' 4ir--444*-i+4 .1l4*4;-14Vas4k1-44, 3.--411-444.4str-ivi-v.-4441) a crt 4 4;444e-44r-4

Pin4-,...-141e--4441+1414-f401-.3;44141441k41.
of the distri-et Re 4444,1'0146E4 -44e-{4}44444-1 41 44 1-r-eViux
eorn-nobtee- for the .ye;4.r prior 444:--44.-4,4,r44-fic-k4l,44141--44.1

(3) For a_th(- Sr?, Ica collect le in _1974, any
district 1r h u-h alifu.IT toi an \ Ira _1i Ill ILT :gm ni,,nt a Statutes.
1971 Section '2,75 1:), Suhul mon.3 Clause sha/1 be tc;
Ie.. the same amount per_pupil unit alltmed thAt_clause."
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Provide+. 'however. that a district having boundaries coterminous
with tte boundaries of a citf F3tFie first ;lass %% inch was affected
ETtrle limitatio f an extra lerviagot.to exwed WyrniNimeS,tl_le
adjusted "sem; aluation or th district shall l allowed to levy

.19 mills Fur purposes of the 73,1ey,y ,eollectible vi 1974_any
ditrict %%hien qualifk_A for an extra levy in 1971, collectible in 1912,
under Minnesota Statutes 1971, Secirion 275.125 SotidivisTgi 3,
Clause (3) but did nol-c_pliii_f_y for an extra levy wider Minntsota.
Statutes 1971. Section 273.125. SObdivision' 3. Clause (11 in 1971,
collectible in 1973, sh1l be allowed to,levv the amount per
unit it was Quaeivd to ley under Minnesota Statutes 1971. Section
275 125..'$ubdivision 3, Clause (3):

_

= .
(4) In. 1973 only, for_a district which -was guthdrized to levy

pursuant to Minnesota.Ratutes 1971 Section INI.125 SulnliviAon 3,
Clauc but4rlueli'v.as_n* authorized to k1 pursdanti_to

...I Minnesota statutes 1971 Section 271125, Subdi%isilIii .Clause (1)
70Aan amount _ not -to exceed the ir4r.egLate aniount autbprized_b_y

AnnesZr.cf;Ttutes 1971, SZelltt&Tn 245 121 Subdivisfon Clause_c_31
. .

.(,5) _qualified for a levy ander clause ()above
4all ed Wk.\ ilr same amount per pupil unit in 1934
reduced' kk, and one_-.1cal iercent. Tie f per_pupil amount of the '

reouction'ilhali be rounded do% n tothi... dollar. Provided- however
that a diA4t wittin a city_ol the first class which was affetted by,
ttFNitatioof isn extra i.e'. not *exceed 1 9 mills times.. the

,adjusta., assessed ,.al.uation of the district'shall be allow.' to levy.
the L9 mills.

.4r1114 -_ l . *
011LC)) Foelistiets in wties of the first class, niaintaiw4 post

,scciondary 1:ocational schools, one half mills Iiir the adjusted
. assessed ajuon of" the taxable property oC, thadistyitt_for the

, - rue in ri.ciir, and fur Jithery'districtsTruiihtii.inufg- post seconat-y- -

votati naii s, hyik,'three m41,, tirriesvi.he adjusterf.assoseicyalu'ation
of the taxaltproportv of the di.trict f or thcurr(t{:#11ni,f ycar,

n ') ql Lna' iii-trict-, lopncii pursuant to -Lay.s 190, th,:qa.e.r.822.
.iiws P-0Ch,u11.v. 77-) and 1060_,-,shall he sutaLLto..the ley_y

itations imp,osTAI b those laws, as 'amended. .

rip '
- . . _ : -

' .`" ',
. a Yr) OD (A)-Ire e that tlie transiti n from existing patterns

of financing public ,schools fii the sys em prescribed in Extra-I
- , Session Las 141'17Chapteil '31, Article 20 may _be made in an -, -

orderly fa.;ruokil district rTay letyn-additional levy under the,
.,terms of ,thiorection. A

-. 'I
(B) . If.,,bhAt Tarrt-of tbe levy certified, by the school district ina : t -, 1.10:0. Teceild'.1n 19ti, I. piilus so TriniCh of tfitv.14.:vy, aNOv,'ed under

Wulximisions'2.a,nd 3, seerts 1 to 5f ails act, to be Tehiliki in/.
1971, ceived in.4972: as v. ill fie receRed betv..ecn.JUly 1, 19711%nd '- .- - June 30. '1972, and w hen:added tit all otlietestate aids, locaWfunls

.

availlAhle,and net exiting lardebt, exclusive of bonded debt and A

existing. cvital' loans will not he sfifficient to allow a district 'to.., . .
sport+ vi aitournt 'ter ofpil 'irpt suffictent to raise-its 1970-1.971 s- :

ustod ihn:iin`,.i mince cost per plupiltuntt by $42 it mat petitirtn ths
commissioller.of &Audition for iiuthority to, levy an ad&bti(nal lev..1,.. ..

- Before such a fey% can be° matle,'thekommoiloner mu.st authyrize,
P 1

. such I -v, Sic'.cauthortatiori shall specify 'the amount of .the
levy, I ,,i(1(_Id that such le4,, may not exceed .5 mills in a city of Ow

. . 1,--, ./. -the- ri cinss or 1. milk in any other district tirnat_s the 1970
adjus'ted assesecii :aju*tiorkof the district s determined 'by the'r equalization ajd retew eolMiitt."ee.; . . 1 %.,.

;,. ,.. , w
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(C) If the additional _levy allowed in (B) is insufficient to raise

the adjusted maintenance cost of a district to $42 alive its costs in
1710-1971 it may petition the commissiapAtkeeducation for author-

., ity to Issue general obligation bonds of -an 'ajnoun sufficient fo
meet the deficiency. The commissionermust author .e4such a hand
issue. The authorttation shall ,speeify e amount of the bons! issue
pro'/ided that the levy authorizatio to- ay- the principal anti
interest-on the bonds may not exceed ..5,mil s in a district within a

,city of the first class, or, 1.5 mills in any, other district, .times the
1970 adjusted asstAspd: valuation of the district,as '(letermined

. the equation aid review, ipminitteee. The bails authorized by
Ois section- shall to sold an(rissu01 pursuant to.the provisions ()I'

'chapter 475, excep,t4s otherwise provided herein. Such bonds hh4li
not tie included in computing tiny debt, limitation for a district and
no election 4,hall be required fun their sale and issuance.

A district may notlte authorized an additional levS1 under both
(8) and (CY ofthis' section.

($ In. 1973 iitsl each \Tar thereafter for a distriel which has
. established a coni-inuniti_;:(17OT)I aikkorv.council pursuant-fo-ection

121 88 wlieilier or nut the recet:s rembrsemnt_from the
st wrsuant t.# section 121 S9 841 anioutt bionc.. iqLcitld Ir) the
AT9 er of11) :11. (B) this nunibt,r _ol'iniWnbt to_
exceed the number (>1 irece,sary in 1971 ,to raise ;f1 per-valuta
in 1973 for communit ser ices mCludinr' stnnmer tivpoca-
tional adult proc-rams,_recreation urbgrani, and progriults contem-
plated by, sections 121 S5 lo

. The popUlation'of the (bstrict forpurposes or this clallse is tile

bythe

determine& a, Iwo% Hied in section 275.1-1 or: a, certified
by the (lepartment,of education from, the most recent f((1!7ral
census.

, .

- 2pnstr.cts waich recrive pa\ merits \thich
from oundatimi aid imrsiont-to tam 10 of thisa( 1, redinc,
the pernn,:41ble a-s allt 114)11Z(1 ,:"1111(111 0,1(41.11\ 2:1 iierrent
in 197 50_.percent in'111741_, 75 _percent in 1975 and Psi kwreept, for

'each ) ear. thereafter of that vortion cif thc_pre\ iou4 pa ynken t
not deducted from foundation ate,t_ on, account of the 141.3 count,
unlest*, .s.pch a ley% reductionds ()them Ise. requiredI)% \\ The li17.3. ,
reductions hail he ma(1(..-.1.n the iu:ovortions that vat+ _permissr
levy ikears to the sum of [ie vernlislubleA.

(1.0) The comma; inner shall certil \' to' tht c7w4it:; -amjitors any
errors made in 1971 and 1972 inig.-ener,d an Apecial puraosi: Icy)
amount-, The count% auditor is at4horiied to adiu-A the 1973 levy'
tqvcor /47-rect (or the errors .

/ do,

' Sec:20. Mihnei.ota 'Statutes 1471, S(ktion 275.125, it'amended'
by adding a subdivision to re,ad:.

N

Subd 3a. indwendent SchOol District No 625 js authorized to
issue general

be
bondOn thUa:mount of $13,000,001k Such

bonds ,hall be sold _and _isued_pursuant to the )royisionslof
. .Minwsota Statutes 4ha c,5 except'as provided tesein Such

bonds shall hi: .used, for struction and 'betterMent -of two
..., senior high s(IiociTs arral,shall,not included in computing onydellt

- limitAtion fora nd no ele on shall be rDquihed Air their, r a district ti
sate awl_ inttarkte. , , .

.
,.) .'-

Sec. 21 Minnesota Stattu es 1971, Seetion*'360.133, Subdivision
2, is aniend'edto r,c441:
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Subd 2 VALUATION OF PROPERTIES. For the purposes
Of determining thr aniount of this refund, the value of such

- * properties shall be set at 30 pe'reent of their full and true value
except that in no case s'halt the'a;.;sessed value of said poperties for
this purpose diced such an amount as when added to the assessed
value of all other property' in the school district exceed $.'1.400
$6.500 per resident pupil unit.

22. The state board of education shall summarize and
disseminate to boards of education, indi.ultial school faculty
individual school and .school district parent organwations the 11151
lature and the govrnor tionuiresentiv available report or from
nos reports it may require of ,chool districts the following types,
of information, indRidual elementary and g*ecomfarly and area

- vocational technical sap distrait costsstudent enrgilments staff-
ing and staffing tratios, district capital. and optaating"debt or*

'surplus, per vovr D(sklic costs of transportation, and other chool
district fiscal and ilemogravhic characteristics of importance.

The gate hoard of education shall submit a port tut or before
15; 1974, to th_atzuse appropriations committee ',HA.NoVember

senate finance Lommitlec iRplatiling a"plan for a fiscal accounting
and reporting sistem of program expenditures for each elementary;
secondary and area ocationalLechnical school building and school ;
district in the state and additional inf(ignationas- listed above with'

inn this -material for rev:lonal and state
descritioh aril comparison

Sec 23 117.TAiltDED; INbETERMINATE RESIDENCY;
AID -I972-73.' A dist:net .which provides educational serices in

*1?72-1973 to-t-r;tri-,ig- menta4 retartird-riuldrerrrtcrdyg-m a skate
ho5otal. menhol retardation:until-dr other heenseereidentia fiicili-iiii
tst, other than' a group or foster home, and for which dren

:parental right,. ha\ e been legally terminated or for which children
no ihstrict of re-ridema_has been established, shall recent $150 per
N i l d weed in tha't year

. Sec. 2.4 (124.571l'VOt.'ATIONAL REIMBURSEMENT (TIL-
ING: Notwithstanding any.reimbursement formula whichis incon-
sistent k itli till', section, fur sewndan, pol.-seconilary and adult
vocational_pilogrami?:. with the eWeption of -61ilikations for veteran

: farnier eooperatove training programs for which a separate appro-
KM is made, prtr, Hied in fiscal Kum. 4974 to be reimbursed ih

IY "yyt- 1975 the state :liall not be olthgated th reimburse in
fiscal year 1975 or an other fiscal year any amounts in exce of
the aopropHations made for fiscitl year 1975 in this itla for thoee
purposes ,

Sec 25 [i2{.806} 'OPTIONAL AID "ENTITLEMENT. -Not-
withstanding :6') other liroisi;ins of law:',1inv school district which
has' !veil, d aid ,-airsuanj. to Minnesota Statute, Se. Lion .124 802
for the p_p_o_ding,eight shall he'entitled to receRe ails:
school 1_,Ir ,.,rnmiiriLrig alter .11th 1,- rrcater of the ;inl
under seetio," 121 '02 or tile ..0,-,rtlge bl the aid receik ed during' the
areccdirg tight, ;DU, section shall not wild,. to a districtIn

tne titeaids receied during the ejghtpreceiT7_ig
years e eyed,

- Sec '2 +3 EXPERIMENTAL SCHOO1...tibdivi,ton 1 z It is -the
intention of thtiLkrislattirt _of the state of Minnesota 14 establish
art expirorti.t.al priqram to he nit:tutted in I, lependent

Changes or additions indicated, by underline, deletions by ifvf-44110414.
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School District No. 30t?on the land comprising former Ihilwerulent
rkki-o44 District. No. 25, whieh Was dissoled and attachcil to
iependenkSchool District No. 309 by an order of the county

board of Becker county dated June 23, 19 0, which is on_fde and of
record in the office of the countyittplitor'of Bet:kei counts, Such
experimentid school shall be established as set forth in this section.

Sub* 2. Notwithstanding any statute, rule or rtgulation,lif
tht state board 01 education _to the contrart the sejiool board. of
4ndependept Scht4,1 'District No_ 30(. shall in accorilanct..Afh
subdivisions 1 to ,and witTim 30 days subsequent Co the eleetiop

.sp6cifed to subdie ision transfiir a l l or its jurisda-tion,_authority
and lutbday_ for thc_pupds attending the exierimental public school
situated on Yhc land_comprising_former Independent._Schoorlh,strit

25 to an incorpocated__Indian Education Committee wht is
le to receive federal :yid-to Indiairsirursuant to section .1.2.1--(41

Thereafter the care riiiimerement and control of the experimental
school shall be vested in such committee.

Subd. 3. Uponlutprovid of this section h the govtirning body
of 'Independent School Ihstria,No 309, the chairman of the board
spoil determine a date not less than 20 not more than 45 days from
the date of approval of this section and a place hiciited within 'the
boundaries ol iormer Independent School District N7; 2.5 as set out
in subdii(ion 1 for holdiii,4 a rr4cting to organize the expekmentar

' school _committee. He shaVthuse ten days posted notice of the
to he Brien in the exttorimental school area The chair-

- man of the hoard shall kill tne meeting to order and act as
terruDrary chairman of the meeting until the officers of the

Vx-Perimental school committee have been elected. At"ethe meenu,i
a chairman shall be elected to hold office until July 1 Trollowing the
next annual erection- the treasurer until orte year from such date-,
and the clqrk until tv_years from such date. Thereafter therm
of office for' aA offater "12,1* the c rust cc shall be than years and
until successor quaff des.

.Sub,;ef uent elee ms of committee's bfficers shall be held in

accort Ce with the lineable provi*ns of sectiCn 123.11.

. ' Any qualified vOter re.s'idin o. on the a* comprising former
Independent Sc4pol District No 25 as set out in subdRision 1 shall;

entitled to vote at &h dection.

Subd. 4. Nothing tontained in this section shalt he construed
to prohibit any 'voter residing in the arca coralirising
former IndeiNnifent School 'District No 2-54from participa.tItng in
the elections of Irviependerit SohOol District Np. 309.

.Sul i5 The, treasurer .of such committte shad give a corpo-
-.
rate surt41.1,-liond to the state. in an amounrsufficient to_ protect the
interest of -the district as set IA the hoard of rc>ntth School
District No 309, Ext:(pt as_expresslyvrovided in this subdivision,
the provisions of secti4 123.34. Ailxlivrilon 6 shall apply.

,
Subd. 6 The committee shall 'superintend and manage the

experimental shool_ridqpt, modify .or repeal role for it or_garlizii-
,tiol). goerrone.nt and instruction and for, the keeping of registkr
and pr.-.cribek_xtbook, and course. of stit), pro,vid.d, that such
courses of 11.,Utilt_:,hat...%mcc:t the -aandards -for similar course, of
study in tit, pubilc ,..ch.013" of-this state

Changes or additions indicated by underlirTe, deletions py 4r-41ceoth4
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Lbd 7 jai The. board of District No. 309 shallttransfecto the. '

cOmmittce all state aids grants. and refuniLs earned and 4ceivetl
by reason of the pupils actually attending the experimental schoolf established by t'his.seciiin.- , ,. ... . . ...,

(I?) The- board' of Dittriet NG 1f9 shalVtiransfer to the commit- '
tee, -to the extent perrnissila,.any. fe,teral aids orgrants bk whicIL,
such Wstrict trlaV be eligettlly or entItleillby re'asoottot the population
la...the everunental sthowl a e?7,-.t....thAmpils ifdu:All\ _attending the.
eXpeurnental schooT,_. the_pr9gran of the experimental school the
boundaries of 't .c eperimental school or for any reason related

. - ..
Ai,,, .

/ iit . . .

Sub& f :othing_contained.rn thistsection shall be construed ..!, ._

to authorize the committee )to issue lkmis, lay taxes, or boroy
Kinds in its behalf' ' ,--.

.
-Solid -9. The committee shalt kause an audit to be made . ,

annually_ of all, accounts. bi the experimental school which shall be
completed vilhin one )ear fuLAml..11__}for which the audit is
made. In all respects, the committee Wall be subject' to the
provisions of Mirrnesot-a

,,

Statutes, Chapter,
t

215. -
1

. ,,

Subd 10 Th,,: committee shall em ploy necessary teachers in
accordance with eytion 123.12 and may -.timplpt, other necessan,
personnel Teachers employed ,1)y the committee subseiplent to the
effectikeilaColiff thc transfer !pt.cified in "ztutAllision 2 shall - be
emplovcel_of the et\ ptrirrit ntal sclio21 and shall constitute an
"appropriattt unit".or "unit" for the _purposes of sections 179 iitto
179.77 not\t.ithstiLding the provisions of se ion.179 63, subdil.isie_n
17

thereto.

r

Teachers ernploedby_the)oard of District No 309 and
as'sigted lithe hoard to the hoot ilc-,ignated as the experimental
octant! 10. this section Tmain emploi eslof the tso; t, /11

JrItu ,committee -'11,41;hal.e the Authority t- (2roplo instructor,
in t e area t,f dni3 tniculture' Notwitht,tn!ling c pro% 1,ionsof

Stateitest_t:11,ii*cr 12"), Jir,an or rezlilattion of the
state bo,p to ucr_tifIc:11,1,%Li-t molt. instrlicton,
need tertii 1 lit._ the tate ito purpose,
said ,nat be deemed to -rteaelers is delined by
secjoon 1'25 03, gii ion, 1 .

- 11.

Subd 11 The committee rtitiluirocure the insurance w ified
in sections 123 35,subdiv,ion 13, and 123A1 ----Tht= combat tee shall

*iih.4rchase irsuranc to the e\ recircireii ,11\ NIinnosotaZ;tattitet
hant-rr =ICA and .-ChiTi--not.-zbe betond _tile ex lcut protided by-

-sttion 14;12, suritiAi,lori The term "avcr,ige riurrTher of
pupils" ,t'set out -in Cetioll '00;1'2 .--uoctsi-;01-1 3a ratian for
te purposes of t_k:-;-stection, average number ul .pupils attend-
inn the experimental -school

tr
r rn.tr

committee
the eduui
statute

12_ 'Except as othorvise'provided by this section, thi
aryi evrirreni,i; cchoo,l_by the

be err, at Lonianuz %11.11.thf,_,kroi:,tofil§ 01\
ort code -.ection 12001 ,and any other

afructintr ffi,tricti
Unless othtrise or,;vided in this ectian., the contaittee shall

operate pursuant to stautes erning indeptrident sebbol districts
.

Changes or additions -indicated by iinderling, Jletions by soikeelki.

4

A



'othin tIttart
at,

taihed in thi section shall be co

at .n in* an oth r sc
ont me( in

infltitri
coo establis et

Subd. 14.
Indepepdent
providing transportation or District No. 309.

5upd, 15, All legally Valid and enforeeallle ellims and contraq
obl' a ton enter int1; bvthe boar() of DistriecNo..309 dor toHate the tl'ansfer to th,c 'committee si_el
subdivision 2., shall, remain the ol.irations of District_ No. 309r

Siabd; 16, The stilxliv4i,4'ns of this section shall be consOlied tW
bq seFtrable In 'the event .a particular provision mj114 detdr-
mined ico,ba invalid, such'I.jeterrnination shajl not affeoC:anythsr
gubdivision of this section,

Subd. 17. 'The provisions of .this 'seetisin shall expire Julv
197Z. At:any' time the experimental school mg- be terminate4
-upon unanimouS vote of the officers 4-4 the committee and 30 daVT
notice to the board of_Distriet No. 309 whereupon the board 9f
pistrict No. 309 shall resume the earemanagement anT-eontrol of .

the entire district' on Jhly foll'iwing.. Prior to December 1_, of

, eaeb...yeaLAvsemmittee s'hali submit to thk. levislature a rgpertlat '
the experimental schnol est/1141.41'A ky this' seetitin: Such report'
shall rtinaentethe suec'est or failure of the experimental school.

ii-Stibd. 18. Thissection is effective-upon leapproval h
gometning 4txty of Indeperurr-lt Scho61 District No. 309 an he..
bele Not-Indian Rlueation,Ariviisory Cemmittee, and uporf compli-
ance with ...the provisions uf, Minnesota _Statutes. Section _645.011:

Sec. V. Minnesota Statutes, SCetion 124.212, Subdivision
10, is amended

Subd. 10. The equalization aid reviewAnmittee, consisting of
the eomMssioner of education, thki commissioner of ailministration,
and the commissioner of taxation, is hereby continued and perma-
nentlyestablished. The iiity of this committee shad bet review,
the aSsessed valuation (i the districts of the state When suer;
reviews disclose reasdnable evidence 'that the asst sec valuation of-,
any dultriet furnishect-by any.ebunty audttr is not basr.:(1 upon the°
market value of taltable propei-ty in such district, then said corrunit-
tee i shall gall, upon the department of ,txationt to ascertain the
market value of such property, and adust such values as req-uired
by law to determine the---adjusted:lissessed ealuatien. The depart-

' ment of taxation shall take sufh steps as it may consider necessary
in thotperfor knee- of that dutyaand may incur such expensesas is
neeessa for. The commissioner of taxation is au ized to
reimburse county or pvernm'entiil official for se es per-
formed at his r'eques't, in ascertaining such'adjusted valuation. On
or before May 15 May 1 ennui:illy; the 'department of taxation shall

.`.'iibmit its report on the assessed est_ablished.ba the previous
,year's assessment to said comrtittw for approval or rif;ec.tion and,
if approved, such report shall be filed not later than the Pojlovting
July 1 with 1.1i'e commissioner of plueation and each county auditor

Changes or ,additioni indicated by underline, deletions bystotissts4
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for k.hosQ school ,districts for which he has't e resiinsilnlit,:v for'
determination of mill rates A cop of the ad sted its.sessed value-
qofiledshall forthwith m-11111.1 to the cerk of each district
involved and to the coucty assessoror supervisor of assessments of
the county iwkounties fn which' such district is located.

Sec. 2S. APPROPRIATION. Therropriated- from the
general fund of the state ti-itsiiry to the ilQiirtmeht,of.iducation
the -following sums for the }ears and purposes indicated.-

- For t year -endinit
Jae 30

1974 1975
Foon4tion_ Aid $541.000,000 $497 500,000

_ The_ apprpiirii it ions ih .(1.)
include ....;-)i)(JUk) for 1971,,
and 7700,Q110 for1(J')t()_})t'
exnehded _pursuant to
Chapter_ 719_1, as Nmemiled
approlirlation for this i'mirpose in
either year 1-insuffic,i nt
aids s4all be prorated among all
qualifviw distritts The-
a iropriation- in (1_) also includes.

Obu 1 11 c.ich iiilicatJ:Tyear for
sh.ire and not to exc-e-i_
f500,t, )0 in 1.97: for eniergenw aid.

(2) Tr iortition P8,000.0640 , $5j,000,000
t n( -;illpro_priattil in 42)

(or
t_ransoort,14.n rcimhorsement

ii.curreiby the state
porsuant td

'1Inne-ota--Slatutes 1971.

(,`.31 ..,:per,i' Education Aid
(4).Secor.dar, Vocation-al Aid ,

-r
(51 Post-Secondatv Voc Aid

(6, ALL ',Vcrcational. Aid

$`2,53omoo

$10,a0o,000

$301100.000

$2.700.000

, (7' I l'oc.'y ,i
42_'

Co_n_s t, roci,ion $ 750,000
An. ,_mted bal-unce
rem: r.r-ig from the

tiar,,roi,riati,,n, in jlj
triroa-ti i7Lfor 1974, shall
tint c.trici ! ont shall l,e
a-ii: ,ie r'or ,T-ie-second,,. un,_th(_ oiennium 'unless
ytner,%1..c.4r,vided in_ifFT
tnroidi0A(!1__.. ..

. .
(cij For"(;r :,-: Earnings. Al :r Pursuant - ' -

t,) NI, - so! ,i,5;tatu'_i ---, ;- f--,eCtion 124 2-z- -000.000.

(9r F.1.:*r.11:. I. OA SIA ( ..ii SCS(101
Ai,: 1-',Ir1,-.-_ Lo, Minnesota -----` ..

. ,

-Slitut ..___Sect:on 1.::30: - t ,,S 00,000,
CO) ehool Districts ;

`,1,nne-o ta,
`Statute, _ect.on 360 A,

,.. 11 145r
r '

Li1,700

$113.4002,

.$.34400:000

$2.800,000

r

9oQocZ

$ ,100

.
Changes oriidditions indicated
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(11) School Aid Counties A/C of .., .

Non Tax Areas . 1_2431100 1.,11&49
The amount appropriated in 01) shall' bd expended -in,,1074

and 1975. as provided in Laws 1971 Chapter 966, Section.16 for
1971 and-4972. if the appropriations made in (8) throug_h_011 in

-either year are inTiaficient. We aids shall be proiated among art
uualifig recipients. . ,

. . None of The amounts appropriated in (1) through (11) abo
sha,11-he expendol for iur X IN e other than the purkose indicated,
unless otherwise provu I in TI) through (kl).

Sec.'29. Minnesota Statutes 1971, Section 276.11, is amended
to read:

276.11 WHEN TREASURER SHALL PAY FUNDS._ As soon
as practical alter each settlement in February, May, and October
the county treasurer shall pay over to the state treasurer or the
treasurer of any town, city, village, or school district, on the
warrast of the county auditor, all moneys received by him arising
froM taxes leVied and collected belonging to the state, or to such.
municipal corfioratian, or other body, arid deliver up all orders and
other evidences of indebtedness of such municipal corporation or
other body, taking tripin ate receipts therefoz. He shall file one of
the receipts with'the county auditor, and shill return on by mail
on the day`of it reception to the clerk of the tow_ n;°citv, %.illage, or
schoolodistrict to which i,uch payment was made. who ,(tall preserVe
the same in his office. The*county treasurer is authorized and
directed to make such partial payMents of amounts collected
periodically, in_advape -of final settlements as mad- be practicable.
Accompanying ouch payment to the 'state treasurer pr tieTtsurVi Of-
ally town, city, village, or school district shall be a statement
prepared by the county treasurer designating 'the years for whtrh
taxes included in the pay ment were collectM and, for each year,
the amount of suchtaxcs and any penalties thereon. If The.county
treasurer faila-kt shall pay over such move -s to the st4..: oe to a,.
muqicipal .corporation or other body within SO I.> Ay:* after,
settlement,

1%-ajiilika4.61.-

4.44. 11- -tiya-uaeftex--tccrue,10.-4/1-4,-1-c;'
pecotrit,--.FA.dar -proxided., howe% er that'aft.er 30 .days` interest
shall accrue to the .creiriti of and shall be paid to the state,
municipal corporation or -other' hod& Interest shah be _payable
upon appropriation from the general- revenue fund' of the county

gr and, if not paid, may be recovered ).; the state; municipal corpora-
tion, or other body, a civil actior,

Sec 30. Mintici,ota Statutes ' 1971,i Sections 126.171
Subdivision g 124 212 Subflo,lsJons 3,64,11-nd 8; 12.I 24.) IZI 31,
124,32, Subdivision 3' 275.125, Sulchvimon 2; and 360 133, Subdivi-
sion 3. are repeated.

Approved gay 4,* 1973

4
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REQUIRED READING

PROPOSAL WRITER'S HANDBOOK

The task of grant writing is twofold: the planning,stage-and
the writing Obse. Verefore, this reading outlAes a planning,
process that will provide the grant writer with the necessary,itgre-
clients to write a cell-balanced Part D prdposal. The first chapter
includes a step-by-step_wal-k-threlugh of the planning stages, while
thsecond-chapter includes the writing -phaSes-and shows where to
get .each of the necessary pieces from- the planning materials, and
Lt also Includes the following. helpfdi hints:

-.. Include vitae-Or-all employed in the delivery,
of training activities. Trainingland experience of personnel
utilized should be appropriate to vainjog activity.

Include letters of support from Loral educational agencies,
college, universities, other statsoagencies, interest groups, etc.,
in your project submission. The0 statements should substantiate
the need for the activity.

Daily agendas of proposed training progfams are helOfitil. What

will you be doing on a daily-baSi.
. 4,

Keep the Bureau of Education for the Handicapped (BEH) project,
officer informed about your projec%,proposal. The project officer's -

support of yopr proposal prior to suhmisSfon is an intangible
Solicit letters of support from advisory groups, parents.

parent group representatives and other important persons, whey should

involved in ,planning.

Round off figures'inbUdget.

kPropo l.Writer's Halebobk. Washington,. .C.:

t n of. state Ditectorsof Special EduCation, 1976. (SuMmary)

F11 3421--
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°REQUIRED REAbING.

4

REIMBURSEMENT PATfLRN
114

.

4

Due to legislation passed'by the 1973 session of the Minnesota ,

Legislature a new pattern of Lei6bursement has been developed. .

, The actual wording in the law makes it necessary that certain..
terms be:defined tOassUre continuity in reimbursement.

J

The law, definition of terms, and the revised reimbursement pattern
are 'given below. Please contact your Special Education Regional Consultant
(SEAC) or the Sectidn'office if you have gUestions on this matter.

THE LAW'

MGS/124.32 (Handicapped Children)
= I 4

"Subdivision 1. The state shall pay to any district Rgd unorganizgor
territory; '(a) for the empioyment.in its educational program for handicapped
children, 60 percent of the salary of essential personnel, but this amount
shall not exceed $10,090. o for the normal school yeti- for each full time :
pefson employed, or a. pro rata amount for_wpart- time person, or a perse.=
employed fore limited time, including but not limited to summer. school;

-Effective with the 1973-74'regular school term special.education'
aids will generate at.the rate of $10,000.00 maximum aid on a full tine,
employee. The amount of salary to be reporte or special

education reimbursement -should only consis the contracted 'ale and'

not iRclUdi fringe benefitsand extra cur lar'salarkes. It "should ai`so

be noted, that sioecial'etucatioA aids cannot paid on vacation time. Where'

paid 'ydcations are included 46 part of Am empl ees contract', for computation

purposes, the,innoal of ;,tile employee should be ,divided by the actual:,

"number of weeks or days the emplOyise peltfoivett- services --to determint the

weekly.or daily rate of pay.

DEFINITION OF TERMS
4

Normal.School Year

It
, The number of weeks in the school term Including holidays (not winter

or spring Vacations) beginning on dr abOut September 1st. To calculate the

number of _weeks, dUeide thl sum of the number of student school -dayi-, agf

number of worXshop and other in-service training days, -and tie number of

holidays specified in the .master sireettpnt,by 5 and round off to the nearest

what week.
. 41.E41.E

I;

Reimbursement pattern. St.,Paul: Minnesota State Department of
..

-EducationSpectal Education Section,_:).973.

FM I -751-75



Example: Number of days for students 178

Number of workshop and in-service days, 7

Number of holidays , 4

Total days 189

Number of weeks 37=4/5 11894- 5)-rounded'off.to-38weeks.

School Day'
r

.

FIVe class hOursis considered to be a full school day.

Summer School

The weeks that school is in session after the completion of

normal sclArol year on or about-June 1st and the beginning of the next

on or about September let.

Extrmled Trrm

The numberlof days or weeks of employment beyorid the number of

days or weeks of employment of the regular claisroOm teachers. Aid
for extended employment is claimed with the summer school program aids.

Vacation Time'

Vacation- time specified in contract of.employee for which.par,

will be received. State'aids are not paid on vacation time.- There-

.foreOhe weekly salary of an employee is the ar*tual contracted 'salary

divided by the number of weeks the employee actually performs Services.

4
FM 1-i6
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,111N8LISiMENT PATTIAN

Type of Contracts'

dor- Part time

I

a.

Full tip,.

a

Ar

Extorted School Term

Definition:

Personnel employed less
then-5 hours' per day
during-the normal school
year, less than 4 hours
Per day .during the GUMMOr
session, or less than S
days per week in either
term. -

Personnel employed for at
least 5 hours per day S
days per week for less
than the normal school
year.

ise

Personntl empLoyed for at
least 5 hours per day'S
days.por week for the'46=
tire normal school year, -
or employed at.least 4
hours per da/ 5 days per
week for the entire
term,

i0

Personnel 'employed under
contracts in which the
length of' time.specifLed
for actual wbrk-is in
excess of the normal
school year.

,

Reimbursement Rates

Reimbursement will be607.
of salary paid not to exceed-
$6.40 per hour, $32.00 in
any day, $160.00 in any week,
and $5,600.00 for the normal

.school year.
4

Reimbursement will be 60%
of salary, paid not to exceed
$160.00 per week for each
week actually worked; aid is
not to exceed $5,600.00;

. Reimbursement will be 607.

of salary paid not to exceed
45.600.00 during the normal
school year or $160.00 per
week of the_summerischool.

/

Exaaspier

Tutor working 2 hours per
day 5 days per week; Speec0/
Clinician working 2 mornings
per Meek; psychologist em.
played for 36 days

Class for Tratnable Mentally
Retarded students started in
January; full time teecher
resigned in February, both'
original and replacement are
partrtime; or, a Speech Clini-
cian who smarted fult-tine in
November.

Speech Clinician employed for
the normal school year; teacher

of class for Mentally Ite.

tarded children employed for
the normal school year; tutor
employed 5 hours or more per

-
r

Reimbursement will be 607.
of salary-paid not to exceed
$57800.00 for the normal
school year plus $160.00 for
each week specified in the
contract ip excess of the
normal school year.

day, S days per week fqr the
normal school year.

Where district school year is
40 weeks: Director of Special
Education employed under a 48
week contract. Ertendid_tern
is 8 weeks.

Those axe only wimples and this is not a complete list. For questions please,

contact your SpectiO. gdociaLo Regional Comaultant USW) or the SectLem.
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REQUIRED READING 1 _

.

,,SOURCES 9F FUNDING*

. '

MINNESOTA FOUNDATIONS

1. ,Allisa lucational
First Trust Co. of Minnesot100

d'Founda-ti

555,1frst National Bank

St. Sul, UN 55101
(fuitheriducation).

2. American Linen Supply Fund, JAC
220 Steiner Building
47 South Ninth Street
MinneaWs, MN 55402

(broad purposes - community
, \, youth agencieg, etc.)

Andreas FOundation
Sherpton-Ritz Building /

= Minneapolis,41N 55401.
cr.

41-0

'4. Andersen, Elmer L. and Eleanor J. Foundation

56 Emerald Street SE
Minneapolis,- 1,411 55414

'Ph. (612) 331-53157
(broad pprposcs - tend to education

_ .

5. Andersen' Foundation

2 Andersita C6rpOration
Bayport.'MN 55003

(general - some handicapped)
. .

funds, hospitals,

6. Apache Foundation
1800 FoshaX Tower I--

Minnedporis. trN 5540r-
pq, (612) 33247222

.

' .

7. Applebaum'sFamily Foundation, Inc.
860 Vandorts:Street
St. Paul, MN 55114

I

8. Arpicr-Danielp-Midland
Ala Marquette
Itraneapolis, MN 55440 -

.(Some local giving for youth; hospitals, etc.)

Roger L. Nordbye 27President. ,
. .

9. Athvin Foundation
'1200 Investors Building.
Minneapolis*, MN 55415 -/

(broad - primarilyloCal giving)

FoundAtton

c.

.

and'Ilsting)

Sources. of funding.. St. Paul:

education, Office of Developmerlal Disabilities', 1976

. I -71 (
.)

1. .

8

a

10. %Baltei FoUndatiOn
510 Baker Building
Minnespolis,,MN 55402

(Restracts giving to Minneapolis and St: Paul
area"-, broad purpose0

11. %Bayport Foundation, Inc.
Andersen Corporation

Bayport, MN 5403

12. Bean- Foundation, inc.' .

1200 Investors Building
=Minneapolis, Al 55402 .

(Broad - Presided* ; John B. Bean)

13? Beim Foundation
230 flak GroVe St.

Minneapolis, :TN 55403'

t

=

(small corporation, capital expenditure only
PiesOient - R. N. Bo* Office Ph. (612) 332-5079'

-

14. Bemis Co. Foundation -

850 Northst /r Center
Minneapolis, :t; 55402

(educational and charitable) _

Trustees:' J. T., Broxton, C. C Honer
1

15. F. R. Bigelow Foundation
.

W-555 'First National Bank*Building
St, Paul, MN 55101

/ (Broad)
-Trustees: Carl Drake, W.!.
L.Roy,, R. Bi Shepard

a 9 '

, 16. Charles K2Blandin FOundatian
.Grand Rapids, IT4 55744 '

(Broad - hgalth epaa Olfare ,

, (Limited to prospects that benefit Itasca
President - W. H. Oppenheimer

Oppenheimer,

:Af

17. 'Brelaser (Otto) Foundation
624 American dational Bank Bundling

St: Paul; MN 55101 ,

(Broaell

Trustees: Lavrence

Gordon Shepard)
. .

* 18. 141101 Foundation' :

West 961 First National Bank 81l ding
St'. Paul, MN 551n1

Ph. (612)- 227-0391

(General - primarily fbr4eggrof sick,haeli-

4 capped, etc..
,President --Cecil March, Rafter Trenerry)

Minnesota State Departmnt of

Phillip

County)

"4111

A: Cart,,Uilliasi Lipschultz.

Q
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'19. Butler Family Voundatien.
V-2780 First National Bask Building
St. Foul, MN 55101

(Broad purposes
Patrick Butler, and Peter Butler).

---7 20. Capp Foundation
3355 Hiawatha Avenue

' Minneapolis, MN 55406
(Charitable and educational)

21. Cargill Foundation
1200 Cargill Building
Minneapolis,11 55402
. (Hospitals and:community funds

President - James E. Dorsey
V. President - Cargill MacMillan)

22. Curtis L. Carlson Foundation
12715°State Highway 55
Minneapolis, NW 55441

(committed for 1973)

23. Carolyn Foundation
2500 First National Bank Building
Minneapolis, MN 55402 .

Ph. (512) 339-7101

24. The Center Foundation, Inc.
1645 Cargill Building '- Northatap Center

Minneapolis, 1i 55402
Ph. (612) 53579401

25. Central Exchange Foundation
1135 North Concord Street

'South St. Paul, MN 55075

26. The Morris Cbalfen Foundation. inc.

1601 Nicollet Avenue,
Minneapolis, UN 55403

:27. Congdon Meiorial Trust
807 Lonsdale Building
Duluth, MN 55802

(Emphasis on mental health
.Dorothy. H. Congdon)

IS. Cowles, John Foundation
425 Portland Avenue, Room 316
Minneapolis,'- MN 55415 '

(General - grants primarily in MN, but are
committed for the next 2 years in MN only)

John Crowing, Jr.

29. Creamntte Co. Foundation, Inc.
428 First Street North
Minneapolis, MN 55401

(Broad - local
President - Louise William

30. Davis foundation
W-2191 First National Bank Building
St. Paul MM 55101
-(Broad - mental health -

President - Bette D. Moorman
V. President - Catherine Davis)

31. Dayton 004
00 NI let Avon

polls, MN 55402 4
George D. Dayton. II - President
Donald C. Dayton - Treasurer

32. Doinard Foundation
818 Farmers and Mechanics Building
Minneapolis, MN 55402

(Broad - Jewish
President - Amos S. Seinard
V. President Deinerd)

33. bellwOod Foundation, Inc.
Box 3310
1212 Pioneer Building

. St. Paul, MN 55101

34. DeLuxe Chgek Printers. FoUndation
2199 North Pascall Avenue .

St. Paul, ITN 41613
(Building runds
President. - Thomas C. Grain

V. President - John M. Dunlap)

35. Deubener - Jueneman Foundation
204 South Griggs St.
St. Paul, MN 55105

Broad - emphasis on relief and child welfare
First Ttust Co. of St. Paul - Trustees

36. Dribcoll Foundation
W-2191 First National Bank Building
St. Paul, MN 55101

Broad - child welfare
President - Margaret Driscoll
V. President'- W."John Driscoll ,

Limited to Tein City area

37. Dye-Pals Foundation

6300 Olson Memorial Nighmay

Minneapolis, IIN 55427
(Charitable - emphasis on education

Trustee First National Bank of Minneapolis)

38. F 6 8 Foundation
385 Washington Street
St. Paul, MN 55102

Sec - H. H. Telander
Rich Hernia, R. B. Shepard

39. Federal Cartridge Foundation
2700 Foshay Tower
Minneapolis. MN 55402

Aroad - local hospitals
President' - Charles L. Horn

40. Ferndale'Fdundation, Inc.

303 Wilder Building
St. .Paul, MN 55102

(Mostly local Minneapolis area)

41. tinglut Foundation
3104 West Lake Street
Mianeapolia, MN 55416

(Broad - emphasis, on-local Jewleh welfare)

*.



42. Fisher Foundation
2327 Wycliff Str
St. Paul, MN 55

(Charitable - emphasis en'Jewish welfare)

43. Fiterman Foundation
910 Plymouth Building
Minnebpolis, MN 55403

(General --eMphasis on Jewish welfare)

44. Gainey Foundation
Owatonna, MN 55060

(Grintsmainly in Owatonna community

Daniel Gainey - President)

46. Gamble Foundation
5100 Gamble Drive
Minneapolis, MN 55416

(-Local hospitals andcommunity funds..
President. - B. C. Gamble)

46. General Mills Foundation
9200 Wayzata Boulevard

Box 1113
Minneapolis, MN 55440

47. Goldenberg Foundation
701 Stinson Boulevard
Minneapolis, MN 55413

(Emphasis on Jewish ware)

48.. Goodman Brothers Found
94 East Seventh St. 4,:e

St. Paul, MN 55101

(Broad
Trustee - Arthur

49., Grata Foundation Grace Foundation

60 Ilth Avenue NE a' or '.1110 Cargill Building

Minneapolis, !t1 55413 Migneaporis,,MN 55402

President - H. A. Murphy, Sr.
Secretary - R. J. Gray

50. Grain Terminal toundation
1667 Snelling Avenue North
St. Paul, NN 55101

Chairman - H. W. Thatcher
V. Chairman - Ole Olson

51. Granelda Foundation
Z Dayton DrOthers, Inc.
834 Roanoke Building
Minneapolii, MN 55402

52. Great No,rkhern Railway Foundation
175 East Fourth Street
St. Papl, MN 55101
John N. Budd - President
M. M. ScantoR - Trustee
Walter Seeger - Trustee
Fred Wtyerhauser- Trustee

53. Green Giant Foundation
Green Giant Conpany

1100,N. Fourth Street
Le Seur, MN' 56058

A,

S4. Grays Foundation
127 S. Tedth Streit
Minneapolis, MN 15403

(Broad)

55. Mary L. Giiggs 6 Mary G. Burke Foundation
1400 Northwestern Bank Building, .

55 East Fifth Street
St. Paul, MN 55101

36. Cr*svold Foundation
4440 Tyrol Crest
Minneapolis, MN 55416

57: Gross Foundation
- 1561 Nicollet Avenue
Minneapolis, MN 55403

(Emphasis on Jewish welferi
JRD. Fink, Leo Gross)

i

58. Grossman Foundation
1364 East Laic Street
Minneapolis, MN 55407

(Broad - emphasis on JewiRh welfare)

59. Grosiban and Sons Foundations
Box 8055, Miracle Mile

'Minneapolis; MN 55416
(Broad - local giving

President - Max Grossman)

60. Groves Fund
40 Washington Avenue South
Minnippolis, MN 55401

61. 5. W. Hallert and J. f. Hallett, Charitable Truat-f
First National Bank of Minneapolis'
120 South Sixth Street
Minneapolis, MN 55402

62. Hamm Foundation
305 Wilder Building
-St. Paul, MN 55102

Pres. - Margaret H. Kelley
Sec. - F. M. Rarlg
V. Pres. - Theodora Lang .Marie Ankeny _

Directors -.Joseph Mann ,a6 fetarded child)

63. Harris Foundation
First National Bank Building; 17th Floor
St. Paul, MN 55101

JMailikg Address; 38 S4/Dearborn Street

Roos 832
Chicago, IL 60603

Chairman- Irving B. Harris
Sec. - Benno WOlf
Trustee - Charles Steinberg, MD '

64, Hill Family Foundation
W-975 First National Bank Building
St.'Paul, IN 55101
Ph. (612) 224-9635

'(No Capitol fund campaigns
Pres. - Louis Hill, Jr.
V. fres. Phi lip Ray
Exec. Dir.' A. A. Heckman)

ti
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. 45. !nil Charitable Trust
First National Bad of Minnespolia

120 South Sizth Street
Minneapolis, MI ,55402

(Allen J. Hill)

66. Koerner Waldorf

. Box 3260
St. Paul, 35101

poret ion 'Charitable

67. Hon MO..1
-2747 e South

pol , MN, 55408
-(Br d purposes

- lives. - A. M. Wilson)
.

Nmywell Fund No. 2
2701 Foprth Avenue South
Minneapolis, MN 55408

49- Areal_ Foundation,
Austin, MN 55912

(Health research and local youth agencieS
V. Chrm. - Park Dorothy)

ti

Foundation

70. Hormel Testamentary Trust
Hormel Foundation

Austin, MN 55913

(Emphasis on youth agencies)

' 71. Hubbard Foundation
3415 University Avenue
Minneapolis, MN .55414

(Broad

Sec. - Erse Ryberg)

78. George &Marion Levine, Foundation
Cidir Lake Road

MinneapolLf,-MA 55416

79.c Lilly (Richard Coyle) FOundation
First National Bank Building, West 2nd Floor
St. Paul, MN 55101

(Broad - Catholic hospitals
. Pres. David Lilly)

.Ar-

80. MaiDonald (Alexander J.) family Foundation
1430 Rand Tower
Minneapolis, MN 55402

(General - emphasis on community funds
Trustee: A. John MacDonald)

81. MacPherson (George A.) Fund
West-455 First National Bank
St. Paul, MN 55101

(Charitable - local giving
Trustees: Edward C. Brown, Charles J.

Phillip Ray, First Trust Company)

82. Marbrook Foundation
127 South Tenth Street

Minneapolis,. MN '55403
. r
83. MeConabl Fund

1121 Hennepin Avenue
Minneapolis, MA 55403

84.

72. Ingram Foundation Mailing a#dress:

ZFirst Trust Co.. St. Paul Mrs. 01 R. Ingram

322 Minnesota St. 5425 Tyne Road

St. Paul, MN 55101. Mashvilld, TV 37215

(Broad - community

73. J. N.AlleGift Trust funds/education)

First American National Bank, Duluth
230 S6perior Street
Duluth, MN 55802

(Local community funds, youth agencies

Trustee - Newell Marshall

74. Johnson (Al) Foundation
500, Investors Building
Misimapolis, MN '55402

(Broad - emphalis on child welfare
Pres. - A. Johnson

,

75. Uhler Corporation Foundation
20 Seeond'Avenue SW
Rochestbr, MN 55901 , ,

(Local giving - emphasis on youth agencies
Chrm. - Roy Untson, Jr.)

76. Kasai (Fattier) Charitable Trust
Yinnesots Trust Co-.

Austin, MN 551112

(Catholic Charities
Trustees: Rev. Bernard Mangan, Warren Plunkett}

77. Margaret H. & James E. Kelley Foundation
42,5 Hamm Building

It. Paul, MN 55102.

C

McKnight Foundation
,W -2762 First National Bank Building

St. Paul, MN 55101 -

(Broad purposes: sakes grants only in December,'
Officers: Walter Trenerry, Wiliam Mania*
'and Katherine.Michaud)

Curisy,

85. Summar T. Maitight Poundat
24 Carver's Green

Chaska, MN 55313 /7

86. McNally (Frank) Foundation
1738 Oliver Avenue South
Minneapolis. MN 554051

(Local giving - ensis.on hospitals,

87. McNeely F Undation
955 S t Avenue

Si. P ul, NM 55105

88. nnespolis Foundation (several/Combined

iret NationsfBank,
MinneaPolis,,MN 55402 / .

(To assist disabled or those in need s

Officers:" Pres. - Leonard G. Carpenter
Distribution Committee - Walter W. Walker)

N

89. Minneapolis Star and Tribune Fund
05 Portland Avenue

/Minneapolis, MN 55415

(Pres, - John Cowles
V. Poss..- Howard Mithun

copra. f

foundations

90. Minnesota Mining and Manufacturing Foundation
2501/84dson Road
Stf-Pail, H14 55119

(Local giving - emphasis on community funds,
youth as nein.,

Pres. - Bert Cross
V. Pres. If R. Hanson, W. M. Bennett



91i Morse %Audit n
. Northwestern tional Da

Savinth Street 6 Marque to Avenue
Minneapol , 12,1 5540

92. Myers oundation/ Mailing Address:

445 'tie Avenue John H. Myers

St 2250 Wabash Ave.

(Broad .1 St. Paul, MN 5511.4

Paul N. *yarn, Jr. Foundation, Inc.
1177 Iv, Bill Drive
St. Paul, MN 55118
'(lmall family fOundation)

,lash Foundation
2200 Foshay Tower
Minneapolis, MN. 55402

(Local giving - community welfare sick, needy

Pres. - Edgar V. Nash)

95. Neilson (George) Foundation
Mortteestern National Bank

7th Marquette
Minneapolis, MN 55440

(Emphasis on community funds and mental health
Exec. Trustee; Katherine Cram)

96. Northern Pacific Railway Foundation
704 Northern Pacific Building
St. Paul, MN 55101

(Broad purpose
Pres, - Robert S. MacFarlane)

97. Northwest Paper Foundation
Cloquet, MN'
. (Pres. - Ha T. Kendall)

.9,4*

98. Northweitern Foundation
Northwestern National BankBuildi ,Roon 550
Minneapolis. tiN 55480
(tends toward inter-city foci needs)

.99. O'Brien (Alice'M. Foundation
W-2462 First National Bank ilding
St.. Paul, MN 55101

(Local giving - empha oh coanunity funds and

mental health)

104. Peavey Company Groupeundation
760 Grain Exchange Building
Minneapolis, MN 55415

(Broad purposes
Preis. -.Peavey Haffelfinger
Already budgeted for 1973)

105. IhiLlips Foundation
700 Builders Exchange
Minneapolis, MN 55402

(Broad purposes

Exec. Dir. Tom Cook)

106. Pillsbury Foundation
608 Second Avenue 'South

Minneapolis, MN 55402

(contributes where company has facilities)

107. Ouinlan,(Elixabeth C.) Foundation
1000 Soo Line Building
Minneapolis, MN 55402

(Catholic - coamunity fonds in PIN
Pres. William Lahiff)

100. Oman Family Foundati
Box 2145, Loop Stati n ft

MN_ 55 02
(Sec. - Davii&W Onin,/i/l)

101, Ordean Foundation
403 Alwarth Bu dine /
Duluth, -MP 55 02 /

(Grants s in Duluth)

102. O'Shaughnee y (I. I.) Foundation

,W-3072 Fir t Nati 1 Bank Building
St. Paul, IN 55 1

Oro purpos s
AIL

Pre I. . O'Shaughnestoy

Se . Oa les J. Curlsy)
.

103. Paper (Lewis rid Foundation

4ox 31

. St. aul, 55165

Broad poses
Pres. Lawie,Paper)

.4

. Red Wing Shoe Company Foundation
127 Main.Street
Red Wing, MN 55066

109. Ripley Memorial Foundation
%Northwestern Natioital Bank.

Minneapolis, MN 55440
(Grants to health and welfare
Child welfare
Pres. - Mts. Dextir Clarke

110. Margaret Rivers Fund
Box t86

Still ter, RN 55082

111. Robins'Davis and Lyons Foundation
33.6outh Fifth Street

'Minneapolis, MN 55402

agencies, i.e:,

112. Rochester Foundation
S First National Bank

Rochester, MN 55901

(Disabled of Rochester or Olmsted County)

113. St. Groin Foundation
213 Bast Chestnut Street
Stillwater, MN, 55082

(Local.giving)

114. St. Paul Compinies Foundation, Inc. 1

385 Washington Street
St. Paul, MN 55102

(corporate foundation)

.115. St. Paul Foundation
W-2762 First National Bank 1ilding
St. Paul, MN 55101
Ph. (612) 227-1655

*
(Limi;ed to St. Paul and Ramsey coulty)

116. Salkin Foundation

7400 Excelsioi Boulevard
*Minneapolis, 101 5541)6

(Broad purposes)

FM I-83 a U/



117. P. W. Row Foundation
-2 Csable-Skogme,
3100 Gamble Drive
Minneapolis; MN 5516

.118. Smith Foundation, Inc.
2633 Fourth StrestS8
Minneapolis, MN 55414

(Broad purposes - handicapped
Pres.;- B. R. Smith)

119.. ;merest Foundation
2 First Trust Company of St. Paul
St. Paul, MN 55101

i20. Southway* Foundation
. 870 Pillsbury Building

Minneapolis, MN 55402
(Pres. - John S. Pillsbury
Community funds)

121. Sweatt Foundation
2747 Fourth Avenue S.
Minneapolis, MM 55408

(Broad purposes
Trustee - Charles B. SWsatt)

. 122. Tozer Foundation, Inc.
Stillwater, MN 55082

123.' Walked FOtMdation
- 1121 Hennepin Avenue
:Minneapolis, MN 55403

(Broad purposes
Pres. - Archie Walker)

124. Watkins (J. R.) Foundation
I Winona National & Saving* Bank
Winona, MN 55987

(Local giving.
Trustee. ;Winona National 4 Savings Dank)

I

fi

125: Webb Foundation
1999 Shepard Road
St. Paul, MN 55116

(community funds)

126. Weyerhauser Foundation (F, K. & Vivian 012tra)
W -2191 First National Bank Building
St. Paul,'Hil, 55.101

(Pres.,- Mrs: Margaret Driscoll
Does not .,give to individuhls or

vould influence legislation)

S

anything that

127. Weyerhnomer Foundation (Frederick & Margaret L.)
42191 Pint National Bank Building
St. Paul, MN 55101

(See above for. details)

128. 'Whfositeundation
I Wheelock Whitney
110 South dixth'Streat
Minneapolls,MN 55402

(Brood purposes)
, -

129.

130.

Wilder (Amhara H.) Foundation
335 Washington Street
Alt. Paul, MN 55102

(Pres. -.Julian Baird

COnfined to St. Paul area; does not grant coney
ratber.it operates programa)

Winton Fund
200 Northkiaia Building
5217 Wayzata Boulevard
Minneapolis. MN 55416

131. Wood Conversion F. undation
1900 First National Batik
St. Paul, MN 55101

(Broad Purposes

Pres. - J. D. Lockhart; 'Jxk

132. Wood -Rill FOundation

834 Roanoke Building
Minneapolis, MN, 55402

OUT OF STAIR

* 133. Kresge Foundation
1500 North Woodward Avenue
Birmingham, MI 48011
Ph. (313) 645-1190

134. Olin foundation, Inc.
,99 Park Ave, 16th Floor
'Mew York. NT 10016

(Limited to grants to college/universities
for_building and equipment)

* e

135. Public Welfare Foundation, Inc.
2600 Virginia Avenue NW,'Roon 511
Washington, D. C. 20037

(Does not participate in building propane)

138. Charles A. Proem& Foundation, Inc.
70,i:se-Street

Ned York, NY 1000
Pb. 422-4799

00

N.

* Additional information available from Region IV, Developeenta
Disabilities Office, Box 915, Moorhead, MN 56560.

101
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REWIRED READING

9

UNDERSTANDING GRANT- MAKING FOUNDATIONS*

The goals of the learning package for 441f-study includes the

following: A

To develop an understanding of the scope, philosophy and
operating methods of grant-making .fodndations; the grant-making
proceis; and the potentialelevance of foundation as,a resource
for special education programs.

To provide workshop training maperials which will introduce
foundations to a wider audience. (This does not include specific

, -

information on specific foundations0

sectionsThe learning package is divided int' three important sections
which include the following information:

about-,foundations,

hdw'do ydd find a foundation;interested in your program, and

how do you contact foundations.

Understanding. grant- making foundations. Washington, D.C.: National

Association of State Directors of Special Education, 1976:,

(Summary)

FM 1-85' -
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Bright, F.
tion

Burke, A.J
York:

REFERENCES
ea

D., Harvey, S.W. Bernat, L.A., et al. Minnesota educa-
1973: An ovgpViet. Update, 1973, 2(7), 1-7.

. Financing public schools in the United States. New

Harper & Brothers, 1957.

Education Research Policy Insttyte of Educational Testing Service-
The implementation of change in education of the handicapped:

A
Tfiree policy papers on tha implementation of P.L. 94-142
(report). "Washington, D.C.: Bureau of Education for the
Handicapped, U.S. :Office of Education,1976.

Johhs, R.L., Kern, A.& Jordan, K.' '(Eds.). Financing education --

fiscal and legal alternatives. Columbus, Ohio: Charles E.
Merrill Publishing Co., 1972.

Minnesota federal /state program guide far elementary and secondary .

schools.. St. Paul: Minnesota State Department of ,Education,

1976.

e a
Minnesota session laws, 1973.

Proposal writer's handbook. Washington, D.C.: {rational Association

of State Directprs of Special Education, 1976.

Reimbursement pattern. St. Paul: Minnesota State Department of

Education, Special Education Section, 1973

Sources of funding. St. Paul.: Minnesota State Depaktment of Educa-
.tion, Office of Developmpntal Disabilities, 1976.

Understanding rant- making foundations-. Washington, D.C.: National

Association of State Directors of Special Education, 1976.

FM 1-87
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EVALUATION.

NAME
4

( DATE

Complete this evaluation form based 'on ty exercise(s) you have listed
below and return it"with your assignment for thi.4%sectian. An envelope
is, provided.

OBJECTIVE TITLE

4

EXERCISE NUMBERS)

I.

EXERCISE PAGE NUMBER(S)

I. COURSE MATERIAL Circle the responis indicating youi level of agree-
ment with each statement. .

-

1. The course material-is well
Organized and developed in
coherent sequence.

'2. The length and scope of the
course material, waitodequate.

The course material clearly
conveyed abstract concepts
and theories.

4. Basically, the course material
provided me with learning and
learning tools whiCh were new
to me.

5. The style 'of writing was clear,

concise and interesting.

6. The course material provided
me with activities which were
practical and not make work
activities.

7. The course material is
closely, related to .the

objectives.

..........,_..... , i ..,- - ,,, -

I. 2 3 4 5

2 3 4 5

I 2 , 3 4 5

,1 . 2 3 4 5

4

. .

1 2 )3 .4 SR

1- 2 '3 4
...

5`

1 2 3 4 .5



S t
Aft

8. Whatwould you do to imprbve this course material?
4 .

II. 'REQUIRAD READINGS

A

Y. Which reading in the'lesson did-you .find most helpful? (Indica[e

by author, and title or by number of reading) How were they
helpful? (A -few wordi, such la "background" og "understanding" -

will be sufficient)

1'

2. List any of the readings that were not useful to you and tell
why they_did not mea your needs (The title after the appropriate
word will.be sufficient):

Nothing new:

Inaccurate:

I Redundant:

Hard to Read:

Hard to Understand:

-3. Put a check in the proper space. I would recommend:

A) more or other reqbireeieadings

B) fewer or other required tceadings

C) no, change in the required readings

105



4: WITuld you prefer an assign'd text(s)?
,

A) Yea
p

.. .
N .

B) No '
mop 1

.-.

. .
..-

, If yes, can yOu liggest any?
.

III. WRITTEN ASSIGNMENT - Circle the rssponse indicating your level of
agreement with each statement. ) b.

Av.tie

AN°4 04 iv
i

1. The assignment Was clearly and
unambiguously. stated.

2. The length of time required to
complete,l,he written assignment
was reasonable

3. The written assignment really
gave me an opportunity to
show what I.had*learned.

e .

The written assignment was not
a make work, activity, 'it was
something I presently:do.

a

1 2 3 G

\

5`

.

1 2 3 4 5

.

, 4

1 2 3 4

i

1 , 2 3 4 '5

0 ."

S. What would you do,to improve the written assignments for this
lesson?

.4

.l

Were other materials required, in addition to those provided,- for
completion of, the exercises? Iryes, please list them.

11.
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COURSE AUTMDRS:

Mr. Foy Anderson

v- Federal Prograis'Administrator
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. 4 1 - riscAL-MANAGEMENT is' -One of the. three courses in the Special ,

:- ''.- Edu64tilan'AdmInistrator Training Program. The;training w loped

as part of athree-kyear.ntoject, and this is.the fir on

1 / of the.competency-based edulation model.. /tillis ig at
, .

.

revisions tan be ma acco/dingto objectives and the-instructional .

. , needs of, the part pants. The student;, bourse.author and.pre/post

test assessments ill contribute to.thwevaluation of ...thislaterial.

*

4.1

-' T he competencyareas for the fiscal manageient course were
iiamplrically derived from the-job of the special'advation administrator.',
And although additional competencies may 1:T neededin a,specific

/' ,posifiod, thefollowing-areas were determined essential for your +

3periormance on, the job: ,

Sources' of I3evenue
!-IJudyeting Expenditures

. igailaging' Funds

Recordkeeping and Rehorting'

EaCt:of Ole above has been independently designed so that the
fiscal managebent Course can-be taiIo.ied.to meet your weds: In

addition, thehcompetency areas 'Contain the,necessary materiOs for
'instruction-TinclUding course author material,:written,quastions,
evaluation;,sample.fOrms, and required readings.

: Any 'questions you have or problems you encounter with he in-
Istructional.Material should_be discussed with the field-co sultant.

facilitate yourlearning and provide input for odifying

the 1,nstrUction-td better meet yourjneeds'as a special education

administrator..
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GET I NG EXP.END I TU RES

ING PROCESSBUD idET

J

.

The purpose of Section A is to Introduce the budgeting process
found within special-education programs in the public school-settinmr.
Education is changing today and its financing and budgeting prOtesses
are no e3keptio. This section will provide some background on 'our
present Processes. 4.1

As,yon pdrform your daily work routines, you must realize on
days 'other tnao paydays that some-type of fiscal structure supports
your work and the things you are trying to accomplish. It should
strewthen your efforts to understand this structure as it relates
Co your program and the many other programswith which your school

destridt is involved.;

All of the required reading materials are included in these
pages. You will find it helpful, however, to revieuryour own
school district's budget document. Should your district have.
program budget format, try to obtain some school district budg
-that does not have that sateformat, if possible.

1. HISTORICAL BUDGETING PROCEDURES

,,- --\\
'a. BACKGROUND; FOrmalized budgeting procedures for government'
'units (including school' tricts) have befn in existence for a
relatively, short period o time. When lLfe was less Complex in
terms pf the scope and variety of functions performed, government

units managed
t.to

survive without much in the way of a planning 1
...process.

1 The word budget has an interesting background. It is derived
from the French bougette which means pouch or purse - -that is, a

\ bag,for money. However,it was the attempt to create some order
out of chaos:in the financial planning process4that gave the-word

'budget its current meaning. An historical governmental official

FM II-1
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in,England had kept all of his notes and documents relating to the
governthent's finances in a leather pouch or budget, and conseq ntly

Oak term came to be applied to that-- and all subsvpient_--docu ,n-

.

tation of fina5al planning.

Systematic budgeting procedures were slowih developing:.
Knezevich and Fowlkes (1960) indicate that the federal,gov-
ernment, given the context of an easy life in a land of plenty,
did not move'toward a centralized budget until 1521. At the
state level i innesota, the earliest attempt to inteodUce a

budget system was'made by Governot A. 0. Eberhart. Recognizing that

the state ad inistratijon had long suffered from growing fiscal plan-
lessness, Governor Eberhart.requested legislative support'for geni2ral
reorganization; but. he was unable to obtain a favorable response.'
In 1913 he unilaterally took the step by appointing an Efficiency
and Economy Commission without the benefit of legislative sponsorship.
The COmmission was charged with the responsibility of investigating
needed administrative changes. Thd 1915 Legislature, even though
it chose to ignore most of tne Commission's recosbendations, did
enact a measure providing for- the preparation of 4 biennial budget
by the governdr for subnUssiou to the legislature., (it is signifi-
cant to note that the Act used the*word "budget" in quotation marks.)

' The creators of tne Acat, were unsure that it actually Was a budget
system that they were desiring. The "Budget" Act of 1915 proved

to be unworkable. This was partly due to the set_ estrictive time
limits for the preparation of Ole budget document and paktly due to
the succeed1g legislature's ignored requests for suffic*nt governor
staffing to handy: the task adequately.

Once the momentum ?or gbvernment reorganizakioa in budgetary

era had been,estahlAhed, more'conc'rete actions,Tollowed. This

stimulated the treation of a House.of Representatives Interim
Committee' in 1923 to, study the administrative organization of act?

.state.government. The,committee's report, as submitted to the 105
'Legi'slature, recommended creating a new Department of Administration'
and Finance.,` The new department. would be headed'by a Oree-commissioner
,board, which was responsible to the governor, with the commissioriers-
supervising accounting.arid post-auditing,'purchasing, and budgeting
respectively.. Despite opposition-from some legislative groups, the
passage of the Reorganization.AoXiof 1925 created a new department

.
and initiated`the structuring of state budgeting procedures.

Infoymation is, not availabe to comprehensively trace the
development of budgeting in schOol districts. however, with literally
thousands of districts of varying size and, structure, one can imagine
that the evolution of actrict budgeting was extremely variable.
There is Some evidence that school ,district budget development tended
to parallel budgeting activities 'of governmental municipalities and

in bow `instances predated the activities of the state and national

governments.

4,FM 11-2
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b. OLDER CLASSIFICATION YSTEMS.', In order to present financial
.information in some logics 'form, the expenditures detail within
.a budget document are aorma1\ ly classified into common group patterns

_ .In its most basic form, this :procedure is known as an object
1

classifications and can. be a mere listing of things to be *id ,for
such as books, teachers' 'salaries, etc: thelollowing exCerpts

.
from the Record of Proceedings of the Board of Education of the
City pf West St. Paul for the year beginning June 6, 1898, reveal
that a form of the object classification was applied to-..budget
considerations in that early time. i

On motion of Ald.. Lichen, seconded by Ald. Gibis,
..tHe Clerk of the Iloard was allowed $200'per'year as

salary for his services as such clerk. HiS duties shall-
be the fallowing:

,

He must attend all meetings of ,the Board, keep a
correct'recordlef, the proceedings, carry on all corres-

.

pondence 'referring to school matters,'purchase text

books for schoolS, fUrnisn the Seachers with the neces-
sary supply of them, keep aurrent account of cost of
books so furnished, also of all moneys mid into City
Tregsury for books so furnished; -

, He musevisit.eirdry school-in the City once every.
month during school year,sreport tioBoaDd.Of Education
every month of the condition of.the buildings, school
rooms, furniture and general standinii. 9P the respective
Schools;

He shall make out_report to County Supeiintehdent

without extra pay:-and do all other work reguiied of him
in his position as Clerk' of School Board...

Nation passed by unanimous vote Of the Council.
si

. .

On motion it was ordered to recommend to .the Council
to reduce tuition tees for pupils living outsidu of the
City limits fibirl'one Dollar per month per pupil :to Fifty.

cents.

ti

On motion, resolved that we recommend to the City'
Council the adoption of the folloWing$chedule of salarfes
for teabhers'arrd janitors, during the ensuing year, to

For !!ale teachers,

For-Femal teachers,
For janitors of two -iOom
For janitors of one-room buildings,

$$0.00 pei month;
$4000, per month;

0..0 per Month;
$ 7.00 per month.

Carried. On mbtion, tpe meeting adjourned.

FM II-3
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The approach of listing items functioned when school districts.
were very small and accounting was doneyith 'quill and ink.. The ;

proceds was,Jurther simplified by;keeping the books on p cash basis
(Which most'school districts still do) instead of,pn,accrual basis.
Then, the superintendent and school ,board usualty0onstructed the
budget more of less intuitively.

The-passing of time brought changes to the budgeting process.
These Changes have been due CO increased population, mObility,
mechanization, and several other factors which facilitated the
consolidation and enlargement-of school districts for the pursuit

of better educational Brograms. ?he districts becarie relatively
.large administrative units ("big business"),, and the object classi-
fication type of budget became inadeqyate as the classification
system began to broaden': Starting in-the mid 1930's, stress was
placed on the grouping of object classifications within designated
funds and broad 'functional areas such as administration, instruction,
operation of plant: etc. For example, an expenditure for paper'would

be listed as "supplies" under administration or'instructionin the
appropriate general-fund. This is still the basic system in use

today for reportingto the state and federal gove9ments. Even this

System isnow'peing pressured for further change. 'Whileit does
ftovidd more information, it inade4haselydtscrib s_thefiscal
activities of a large school district.

Many smaller. school districts still use pen and ink accounting

of a relatively .unsophisticated nature. More sizeable districts
have7t4ken advantage of an'era of bookkeepihg machines to provide
further informational classifications, such as an individual school
or organizational unit within the fund-function-objectumbrelld.
In more recent times the advent of computer accounting has opened.

a whole new realm of possibilities.

'decause of their-stress on basic objqtt classification, school'
district budgets. Have generally been known as line-item budgets.
During the decade of 1955-1965, a system known as performane
budgeting was advocate& for all governmental units which stressed
identification and measurement of production. Although it was not

well accepted by'school districts; the 'system did Point out some
of the eftrteomings of the line-item budget as a 1ublic fiscal

information medium.
I

c. HANDBOdIC II (1973) AND THE STATE STRUCTURE. An enterprise 'as -

board and diverse as public educationin the United States must have
standardized terminology if communication is to be effective,-
throughout the system. This standardization is prmiided by the
Educational Data Standards Branch oi.the Division of Intergovern-
mental Statistics; National CenAr for Educational Statistics in
a series of handbooks covering various education functions at the

, national level., Within this series, Handbook II covers financial

accounting fo local and state school systems; it was ori'ginally

issued in 197 and was revised in 1973.

11b
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A.

The Handbook is a guide, and In principle, this suggests
that its format is not' to supergede state laws and rewilations.
Most reports are based on the formatof Handdbook,II. As a resul0

states have developed their required accounting manuals based upon
concepts and the format contained in Handbook II. While this prq-
cedure neatly side-steps .the constitutional question of edueatfon as a
function of the states, it provides needed uniformity throughout
the country. (Sie Sectidn Bic for further detail of Handbook II
and its function with the classification of expenditures.)

. It is significant that the 1973 revision-of Handbook II is
adaptablF to a,system of program budgeting. When revised,,ttie
state accounting manual is expected to fithis concept, also.
Amendments to such manuals are not done overnight. Some of the
research necessary for,revising Handbook II, for example, began
as.early ad'1966. To reVise the,state accounting manual* it could
stake two to three years; but thiimay be expediated as the'result
of a1973 legislative mandate. The mandate called_for the State
board'of Education toNsubmit a report to the legislature, on or
before November 15, 1974, detailing a plan for i'fiscal accounting
and reporting system of program expenditures foedch elementary,
,secondary, and area vocational, school building and school district

in the state. .;

4

1 -

2. COMPONENTS OF BUDGET

a. "?INANCIAL PLAN. If,theie is a single aspect of the budgeting
,process to be emphasized, it is the planning activity. When properly
prepared, the budget is,a planned educational program expressed In
financial-termS. _Planning may ke'described as a continuing process.
to guide internal change,and.to provide a means of adapting to
external forces in a dynamic society: From this perspective,
decisionmaking is not an end result of planning alone. Rather, it
IA the selecting from alternatives to a 'specific situation within
the bteadth of interrelated planning activities.

.

A school distiict-conducts a wide variety of services,demanding
anumber of different-skills and knowledges. Because of the diver-
.

sity and'complexity of the modern school system, budgeting, Cannot
be'appsoaghed intuitively.nor within vacuum. The planning func-
tion should be under the leadership of the school superintendent
and supported by a team or,committee large enough and.idequately
skilled to receive and evaluate informational input from every
facet

.
of the school 'system and from the c:eMmunity it serves.

, There is a general tendency for people to think of a budget
in terms of it eXpenditure pattern--a plan for spending a certain
amount of mbney. This is probably true because most school personnel
provide input for only one limited area, create an =satiable demand,

FM 11-5
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and theh fall heir to,some type of budgetary control system which
merely communicates the limitations on their spending activity.
This tendency to equate.budget with expenditure pattern assunies that
total resources are unlim1ted aqd that making the resources avail-
able is someone else's problem.

, Financial resources Kaye always beeh subject to somedegree
of restriction -in the form of ability and willingness of the
taxpaying public, and by legislative actions. In recent years,

the Minnesota Legislature has placed severe restrictions on resources
available to school districts. It is axiomatic that resources which
are not available cannot be spent. Under these circumstances, the
educational Plan must represent the best possible total program based
on priority decislops A an arena of competing demands.

b. STRUCTURE OF THE' BUDGET DOCUMENT. The budget has a resource of
a financing side and an expenditure side. These; in turn, support
the planned educational aetivities for the,period of time desig-

nated. Linn (1956) illustrates DeYoung's concept of a balanced
budget as an equilateral trianglewith tne, educational plan at the
-base the the financing and expenditure plans forming the other two

sidei. The structure of the budget document generally supports
DeYoung's.trianyle concept of the budgeting process, with separate
sections for the. educational plan, the financing plan, and the
expenditure plan.

The educational plan is usually discussed in the superintendent's
message of administrative section at,the front of the document. For

Practical reasons, only a summ,ry of the educational plan highlights'
Can be presented, but this-narfative gives the tone, the sense of
.direction, and the ajor considerations of financial planning-as
related to educational Planning. - Also, this section will usually
carry Summary statements showing the relationsnip of estimated
resources and proposed the nature of their effect

on the status f each fund.

The financing plan pd expenditure plan secti:16 the budget

are an array of codes with descriptive titles display in accor-

dance with the classification system currently in use. Separate
columns permit comparison of the proposed budgetary action with the
similar code activity of cdrrent or prior years. Supplementary

supporting detail foci each code is usually pr to permit better

appraisal and to indicate that, indeed, p-lannir n detail did occur.

3. MOVE TO PROGRAM BUDGETING

a. GROWTH OF THE CONCEPT. Program budgeting is the accepted concept
of budgeting for school districts today. 'Idfact, it_is not a new

idea. The framework, or pieces of it, have been around ever since

FM 11-6 -

116



President Taft's Commission on Economy and Efficiency recommended that
the splintered- federal budget be designed in terms of'programs in 1912.

However,'Orogram budgeting was not applied until 1942 when the federal
government used it as part of a controlled plan for the production of
war materials (Report, 1942). Then, in 1965, it was put into action
when resident Johnson ordered its use by all executive offices and
agencies in the federal government. Through the years prograin .-\,,

bud Xing has been,accorded varying degrees of recognition. At least

.tho h no school district has made a perfect ap_plication of the

2... n atek have now mandated some form of program budgeting,kven

,concept. The problem teems to stem from A lack of 'understanding of
the full scope of program budgeting. This is accentuated by a.
great deal of confusion with the terminology. For example, some

. .authorlOpave erroneously assumed program oudgeting to be the same
thing as perforMance budgeting, and some districts moved toward
certain versions of A cost accounting system and called it program
budgeting; so.what primarily exists today are versions of the form
or title, rather than a total application of the concept. To add
even more confusion, look at the following titles. Perhaps the

\
most common title is Planning, Programming, Budgeting Systems (PPBS),
although someone decided that evaluation was also worth mentioning

-...

and stretched it to PPBES. Similarly,'the Association olw§chool
Business Officials created a model-which they call.Lducailbna/

. _

Resources Managemen System (ERMS). One -parallel system is known
as Budgeting and Accounting Sub-System (BASS). -Another parallel
_System, Program Oriented Budgeting and Accounting System TPOBAS),
isfin use by several Twin City metropolitan area school districts
throljge Total Information in Educational Systems (TIES) organi
zati , rich refers to the system as Finance, Budgetinf and Account-.
ing System (FBAS). Because of this confusion, variations of program
budgeting have been seen with differing emphases. The structure
which is easiest to apply is diagrammed below; it envisions a

. t...

total operating system, not just the.mere mechanics'of budget
preparation and execution. __---

,-----

PROGRAM BUDGETING CONCEPT':

revision

evaluation

reporting

FM 11-7
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Most school districts illave a statement of philosophy which Is
somewhat akin to the broad'goals called for by program bUdgeting.
In the past, objectives were generally stated in the planning '
process but not to the degree of.preciseness and measurability_npw

sought. The stress on prOgram identification follows the history
of programbudgeting4 therefore, the format of the budget is subject
to the changes bright about by program identification. _Program
operation is similar to the budget execution phase of older budgets
but within a narrower scope of identified programs. Accounting,

reporting, and evaluation are all familiar,elements of older bud-
geting concepts, buf the'emphasis on and reinstating of goals and
objectives tends to stress the continuing nature and longrange
aspects of prograth budgeting.

b: ACCOUNTABILITY. Program budgeting has arrived on the educational
scene because of stress on accountability. There is now heavy
inflation and skyrocketing school costs. Public education has lost
its favored position in thg public eye, bond issues have become
difficult to pass, and taxpayer groups have begun to attend school
board meetings. with "an axe to grind."

The educational environment began to resemble the economy and
efficiency drives of the early 1900's. With this momentum came the

aterm accountability and pressure for better information from the

Public schools. Terms such as management information systems, educa-
tional assessment, performance evaluation, and management by objectives
were heard in many school halls for the first time. Program budgeting

was. singled out and proclaimed a management tool consistent with the

systems approach and a better information vehicle.

-c. ADVANTAGES AND DISADVANTAGES. One must admit that the program

budget format alone, irrespective of its other aspects, provides
greater detail, amore logical structure, and better_information.
Compared to the old fund-function-objeCt classification sygtem which
had serious faults as a method of communicating fiscal data, program
budgeting is more effective. Other proclaimed advantages of program

budgeting are that it forces planning, stresses selection of alter-
.

natives, and recognizes the long-range ramifications of, fiscal

planning.

Regarding the limitations and disadvantages of program budgeting,
a school district without computer cross-coding cannot keep an effec-

tive program budget-without keeping two sets of books because of
requirements to report under the old classification system. A prdgram
budgeting system produces more detail; thus,-it tends to be more work

andmore costly. The greatest procedural problem with the application
:61 the c4hFept at present, however, is the failure to agree upon
definable and Measurable objectives within education, and even more
within a given school district. This problem is probably due to

lack --of understanding of program budgeting and the tendency to
consider it asHav cure-all._

'FM.II -8



v. 4. PROGRAM ELEMENTS

-

a. ,ACTIVITY STRUCTURE. Program budgeting allows a great deal of
flexibility in ,designing the structure pf a bUdgeting system.
Basically, the structure begins at the level of goal determination,
or goal identification which can be an elusive thing% For instance,
41 of the school districts in the state share some common goals.
In this sense all public edmcation in the state could be viewed as
qne gigantic "program" with individual,schtol districts as sub-
Programs'within Ore larger whole. Each school district has its own
goals and objectiv'e, and each schOol can be viewed as a sub-program
within the district. Similarly, elementary schools can define
different goals from secondary schools Or even other elementary
schools -fin the same district. In this instance the Andividual-
school_is identified as the. basic program with sub-programs based
On subject areas ox grade.level. On a broader level program struc-
t.fre could be based on learning objectives, regardless of grade or
school unit: The objective in designing a system is to meet priori-*
ties in your own goal Structure. The above represAtts a theoretical
Perspective, but the development of statemanuals will standardize
this approach to some degree. Most school districts employ a struc-
ture which tends to use each school, administrative office, and
supporting function as the basic program lever., This creates some
terminology problems. As noted above, there can be.programe within
programs, and these are often referred to as_sub-programs'and
activities. Thg pointis to, zero in on an activity or group of
activities with some common objectives (preferably measurable)
which will accomplish,commompurposeS or goals. You may even go
so pr as to call that a program if you like.

b. GOALS AND-OBJECTIVES. The definitiOn, pursuit, and measurement
of goals an4 bbjectives is the major drawback, of the purist concept
of program budgeting'as it exists today. ReCognizing this, certain
program budgeting systems such. as The Program Oriehted Budgeting
and Accounting System (PUBAS) have delivered-better communication
results by providing the budgeting and aocounting phases and adapt-
ing them to the'larger concept of program budgeting. That is, if
and when measurement of educational objectives become feasible.

c. PROGRAMS IN SPECIAL EDUCATION. A program,, first of,all, can be
many things. In addition, it can vary according to the organizational
structure of a given district. In one district, for instance, special
education may fall within an organizational unit of "special services"
which includes more than special education. Id 'addition, some special

education programs tend to concern themselves with the transportation
or feeding of handicapped children, which typically falls within the
PrograM responsibirities of one of the support programs. 144

The state legislature has continued to recognize and expand the
responsibilities of speCial education 'functions, and it is now

FA II-9: 124
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continuing to. request more speciPle updated inf.ormation through OP

State Department, of Education pn,such prugraMsas:.

Speech Therapy.
Educable Mentally Retarded
Trainable Mentally Retarded
Physically Handicapped
Hearing Impaired

, Visually Impaired
Special:Learning and Behavior Problems ,0

Home and-Hospikcal

Other Essential Personnel
PreSchool Programs
Programming for Gifted Students ,

BUDGET PLANNING

4

In Section A of Budgeting Processprogram, expenditures end
revenue were defined as basic components of the budget. Planning

for the special education program is developed in Section b, and
it is the initial 'Step in developing a budget. Planning requires

development of a philosophy and specific 'goals for the department,
which can be translated into program objectives and organiiation.
With the planning completed, the development of an expenditure plan
will detail the necessary expenditures toaccomplish the desired

'program. Subsection 3 of this unit discusses budget procedures.

The.main focus ofthis expenditure planning section is planning
expenditures based on specific special education,programs. Proced-

ures for budgeting will be developed and techniques, for forecasting

and projecting expenditures are described. When the objectives of

this unit are realized, you will be able to:

, allocate fis 1 resources on the basis of program objectives;

, state the proc urea for-school budgeting;

, compute -and det it expenditures for salary, fringe benefits,

contract expenses, supplies.and equipment, etc.;
utilize fiscal.forecasting skill in expenditure planning; and

use the' components of tiOe uniforwaccounting'system.

It is 1nportant for you to understand that budgeting occurs yearly

and LEI a continuous process In addition., a vast amount of informa-

tion is required for budget procedures and the information must be
available and assembled by predetermined dates. The development of.
budget calendars and worksheets assist in assembling the information
for preparing the final budget document. (The 'section,on Reporting

will provide additional information on preparation and presentation

of Oft budget.),:

FM II-11
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1. PLANNING'FOR- THE PROGRAM

.
, Educational planning for special education begins with a series

of. questiari : 0
.--

. 4
- What are our purposes? .

.
What are' our g6Als and priOrities'?

How can we'acifieye'our goal's?

What are the various alternatives for achieving the goals?
. What .are the costs associated with the varions'alternatives?

. . ft.
, . .

.. .

-. Of "course, prior to Asking theseillestions there must have be en some
considtr4tton,given to a phllosophy,. it should be noted that oh joe -. ,...

44-1tives cansexist at several levels, refl g varying degreuli of
abstraction. Educational philosophy sta

rments'ar
exadiriles of

broad general statements'at the m6St.abstract level. SpOlit out:
comes desired for students, stated' in behaVloral terms, are examples
at the most concrete evel.

- a. STATEMENT OF PHILOSOPHY AND OVALS. The generpl'education aims,
or philosophy,*Ilf the school' district areoften found in statements
such as the following:

Mb

: The individual. A person is.an int.egrated'beimg,composed of

three aspects: the physical, tho.emotional and ,the intelli-.4tua-1,3, .

all three aspects of which-are-the legitimate interest of the school.
.

'Knowledge, -Knowled?p is not static, it expands with man's.
exploratlon of himself 2nd, the universe in which he lives. Know-
ledge contes of facts and'processes, both of which should be.
taught by the school's., ,

r
,

ttudentand society. The Stu ent should be provided with the
fcnolwedge and attitudes,4hat will enable himwto ado t to, and to

InfluetIce in a' spristructive- way a changing' society.

School anesotietY. The school shnuldencourag studehts to
identity, study and analyze the 'issues of society., ternatives

must be explored; but doctrinaire. solutions neverpromott:d. In

eerving-the needs' of the student the' school' shOU4d complement the

family. . ° . '
.

.

-'. ' ., rt.
OsvieW (1960) stresses the importance of philosophy:

. .

.16

14
The filist function in administration, In anythihg

perpining to the Operation of schools, is the formula-

tion<fhilosophy:
- .

.-

. . .Thephilosophy is not made or., e e budget making"

process; the-budget is calculated ra J. toderOonstra6?:

' the philosophy: The budget heedd a p losophy tri express.,
,

r

c r 41
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b. DEVELOPMENT_OF GOALS- Witio.the overall educational philosophy

AV
established, it is possible to develop specific long-range goals.
The following is a series of goal Statements suggested from the
philosophy stated in subsection' a.

(1) Basic skills. The foremost educational objective of the
district' is. to educate' students in the basic skillspwhich shall

inqude:

The ability to communicate effectively through proper use.
of language,'with emphasis on the development of vocabulary,
spelling skills and the use of written.language.

The ability to read for comprehension and understanding.
An understanding of math concepti and an ability"to compute

effectively, utilizing arithmetic skills in practical application.
An effective physical education pratram, starting in 4pe

elementary grades, to develop basic physical skills in all'
students at an early age and an understanding of the need for-

a physical exercise in overall health and development.
. A practical understanding of physical sciences necessary

to deal with our natural and urban environment.
. Anunderstanding of our history, government functions, and

the social sciences necessary to effectively function and con-.

tribute to our society.
An understanding and an ability to use and to enjoy various

art forms:

In meeting these objectives, minimum skill levels to be achieved
by all students shall be-estabIlshed for the various grade levels.
In addition to establishing,minimarlevels of, basic skids for
all students, programs of sufficient content in basic skill areas
shall be developed'to challenge students to achievement beyond
minimal objective levels. r 0

(21 Education alternatilres.ducational- .programs should be

developed to handle a variety of skills, interests, abilities,

needs', and learning objectives within the strident boilOy and the

-community. A variety of learning environments will `be created

,and maintained for students of all sage levels. Within defined

limits, studeit,s in conjunction with parents and staff members,

should be able to'select programs, classed6 teachers, teach-
ing methods and course content that beat meet their needs.

The district should embark upon a program to develop and

implement thelProgram for educational alternatives. Programs,

should be developed which emphasize vocational and job skills',

and traditional academic programs, as well as general curricu- t'

lum courses of study. 's

.

. . . -,
. (3) Human relations: A. humane environment will be maintained lik

for students, staff and parents. Consideration will be given

FM TI-12
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to the viewpoints of all intereated and affected persons relat-
ing to their part'in the educational 'process. Respect will be
maintained for the rights and the needs of the tndividual.

(4) Individualized programs. The staff will diagnose individual
udent needs and presetibe learning activities to meet tease

needs.

(5) School-home cpoperation and communication. Every atteilpt

will be made to seek out and utilize the varied resources Of
the community to support and expand school and community
programs. Parents, students, staff and community will receive
And provide information which will give increased understandleg,
respect and trust for all concerned. The decisionmaking process
will be explicit and .open.

Developing philosophy and goald,involves input from many(quar-
ters. To a large degree, district actions will be influenced by
the mandates Of the state government through statute law as well
as the educat4on.department regulations and mandates. The profes-
sional staff is responsible to formulate district policy after
considering staff and community input" The importance of existing
policies and practices should not be_overlooked when considering
philosophy and goals. In any given community, thereis a pervading,

. philosophy Mach has been developed and accepted by the community
AlliAthe staff.

c. 'IDENTIFICATION OF OBJECTIVES. At this point, it is possible
to develop more specific program objectives as they relateto the
instructional activities or to the various support servicds. It id

not necessary to detail these objectives, rather to state in A gen-
eral w*y what the elements of prograM objectives, are:

statements of anticipated behaviOral change and the time involved
, a description of what is going to take place and the conditions

the evaluation criteria.

Ideally,'the development of a budget will grow out of educational
planning. The Planning is directIY related to the goals and associated
prOgram needs. Questions about purposes, goals, and means'are answered
as yod carry out the planning process. Osview (1960) states that edullo
cational planning can be initiated in various ways such as in the follow-

.
ing examples:" 1_

'annual reports indicating Anmet-needs1
, school survey_ reports; I /

4
Teports of accrediting agencies,;

' anklysia and comparison of school expenditures or data concernini),
nUnterical adequacy of staff;

.41
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.
. reports of staff or,laygroupa concernin4 limitations or short-

,

comings of the prbgrams;
inventories -of complaints and criticis s concerning program,

staff, facilities,-and finance; .

self - surveys by school staft4 and
the adkrentoUnew ideas from research .theory, or reports of

experience in other schools.

.1
d. ORGANIZING 240 IMPLEMENT. The ne t logical step in the educational
planning process is to determine how ou will organize the program:
The key-decis ions in thib area will center around the following:

Method of administration of supervision
Trainidg and experience level of the staff
Us$ consultant* .

Teaching load
Use ofteaching,.aids
Suppore,staff requirements
Type of smillies and equipmerit:

It ii.impor.tant't° remember that therehis normally a high level
of participation by numerous people with a program oriented budget.'
Clear communication must take place to clarify thit decentralized
participation in the budget development process usually includes,
some degree of decisionMaking.

2. DEVELOPING THE EXPENDITURE PLAN

Educational planning has n ought us to the of con-

Aidering some basic /acts which will be of asiiistance in determining

the expenditure plan. Developing the expenditure plan is merely

determining the,costs of implementing the educational plan which

has been proposed to achieve the goals of the organization. In this

section we will consider the basic data necessary for preparing the

expenditure pianos well.as the'format for classifying expenditure".

Finally, we will discuss various techniques for estimating expendi-

tures. ' , ..

- a. BASIC DATA, The first step is to determine how many students

will be involved in the program. Statistical data should
maintained, and should show enrollment history and trends as well

as projectitins based on the data. Many school districts prepare an
annual projection of enrollment, and the techniques used in making

enrollment projections vary widely. They may consist ofi'merely

advancing.erfroaments °degrade each-year. The more sophisticated

' approaches: such as the survival ration'techniques, attempt to
account for in migratiOn as well as out migration using the Computer.

FM



In any event, a suitable technique.should be adopted so data Can be

.
developed aritmaintained on an annual schedule. You should bear.

in mind that a five- or ten-year projection will not be precise in

the later years. It will, however, provide direction; and as 4t is

refined each year, it.will develop the necessary precisioh for

expenditure planning. 17

Another important clement in the basic data bank is the expen-

diture history.- Certainly the minimum requirement, when considering,

the future expenditure plan, Would be to provide data for current

year budget expenditures and past year actualotpenditures. Once

the budget format is established, these items will be included

regularly and will be available to assist persons responsible for

budget preparation. Then, questionsregarding the level of current

spending or questions directed to past spending can he readily

answered. In addition, available expenditure history is useful

information for analysis when estimating future expenditures.

"Program costs on item accounts in a department budget are often

meaningless when considered alone. Previously coneidered was student

enrollments or program participants and expendlcUce history: Using

this basic data, it is possible to calculate the unit coat for the

program or item in question. This is not cost accounting but merely,,

a technique to develop a statistic which can be compared from year

to=year. The unit represents the smallest common denominator for !

a program;A.f it is to be students participating in a program,

there can be a calculation of the program Costs' per student. Unit

cost data make available a poAr tool which can be invaluable for i

analysis and justification of budget requests. 4 :.1
1

There 'needs to be a correlation between the budget plan (the

level of detail available in the budget), and the need to have

available the actual costs Of program elements for later reportingt

analysis, and kcisiontaking. The guideline generally applied is

that a budget is prepared in sufficentvdetail so that accounting

against the'budget will result in information which does not require

further analysis to derive needed compopents.

b. CLASSIFYING EXPENDITUI4S. Since the topic th<eCtion 62"is .

developing the expenditUre.plan, it is appropriate at this time to

consider -classification of expenditures. State governments are I

required to report financial- data to the federal government. The.

shape of these'renprts has necessitated development of a manual of

instructions to insure consistent reporting procedures by the local

school districts. The federal guidelines for reportingWert first

set_ forth in Handbook II, published in 1957. The handbook created

a,/kporting system to satisfy legal and stewardship requirements

connected with handling pnblicgfunds. Recognizing the shortcomings

of the 1557,Haedbook A a system for analyzing educational programs,

a nationwide-project was mourited to'revise and update the Handbook.

The task was completed in 1973 when the United States.Office 'of

Education published a revision of Handbook II. Essentially, the

A I
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manual deals with ftilui faccounting as wel a classiSication system
for

.
financial transactions relaeed to pr ams as-defined by the user.

The claaagications do not define the syltea; rather, the,classiflea-
tion items consist'of mutally eXelAsive categories, sets (;r-dimen-
siola. The projedure deyeloped by the user for 4:f1 ing and retrieving
these dimensions'becomesthe system..

The state of., Minn4:StIta, like othei states, had adopted a

uniborm accounting manual compatible with the fedeial hdhdbook.
Accounting manuals should not be viewed with alarm by nonaccountants;
the manuals provide the proper procedureg to be used in transacting
pub/ic business with the primaty Wojective to result in curnient,
accurate and, comparative financial reporti.. Of primary importance
in developing the expenditure plan, however, is knowledge of existing
fund restrictions and object detail as depicted in the chart of
accounts adppted by a local district. The school districts chat
of accounts will be geared to local needs and at the same time have
the ability, "to satisfy state financial retorting through the use cf

a crosswalk or cross-reference'llst. '

c. TECHNIQU46 FOR E.:71MAT.I.V. The eelargest-sing le dollar amount
' in a school expenditure plan is the money provided for salaries.

salaries will comprise apptoximately 70-80 percent of the
current budget, it is imperative that salary expense estimates be
combined with sufficient detail and precision to provide an accurate
estimate. First, determine the staffing to achieve program objectives.
Use average salaries or if the number of staff members is small,
calculate costs bated on actual contracts for the expenditure year.
If current year averages are used, adjust the average for salary
schedule changes due,to experience increments, credit far additional
training, pr negotiated Changes toithe basic salary schedule.

Employee frnge benefit costs represent a significant factor
in the expenditure plan. The elements of the fringe benefits pack-
age are usually defined-in the master contract for employees and in
state laws mandating, various benefits such as retirement, workmen's
compensation, and unemploymentcdmpensation. 'Fringe benefit costs
can be'calculated as a percent of income and then allocated to each
program on the basis of staff salaries for operating the program.

Various techniques have been used to estimate expenditures for
other costs (supplies, service, equipment, etc.). One. such tech-
nique is' that of using a previously established -criteria such as a
standard unit cost. The advahtage of this, approach is that it

. promotes objectivity and insures consistent treatment among'the
various divisions in a/school system. The main disadvantage is that

. the standard is constantly in need of updating and may become out-
dated. However,_ it_ not Actually reflect the true needs of a
program or department. In the final analysis, _since the budget
shduld.,be based bn dollars needed to support the program, it is
obvious that a standard unit cost is not tantamount, to a documented ,

need.' Standard Unit costs are acceptable, provided their short-
comings are recognized and provided'they are validated frequently
as.a measure of trUe.need.
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Tuition costs to other distri_cts may be a significant patt of
your special education, budget. Close liaison with the holit district
will be necessary in order tcedetermlne future costs. A good start-
ipg point is to'keep S-running ac.couht of the actual unit cost for
each year: This Will enable projection anti development of a-close
unit cost estimate which:can be applied to the expected number of
students.

'3. DEVELOPMENT PROCESS
a

1
Many approaches have been useeto prepare budgets. Regardrems

of which approach is used, it must make sense and prove-workable to
be. effective. Some staff meMbers may be satisfied to haveethe budget
prellared'in the central of0.ce. In other cases, a high deiree of
"staff participation is desired at all levels. In his chapter on
development of, the budget, Jordan (1969) has set forth some excellent
observations on this topic. Amanual=of budget .instsuctions should
be prepared which includes the calendar of events and directions
for completing the various forms required by the. central office.
Worksheet forMs will accompany the instructions and will provide
the forhat for budget requests from the various departments.

Assembling a budget is an important and time consuming task and
represents the efforts of many persons. The process is cyclic And
continuous,through the year. Many districts in the state prepare
.two budgets each year. The firat,budget known as the levy budget
or the tax budgets is presented to the board prior to the tax levy
in October each year. This budget projects overall spending require-
ments for the following year and becomes the basis for the tax levy
to support the program. During the balance of the year the proposed
operating budget is prepared. This budget is actually a detailed
step-by-step refinement of the approved tax budget.

C. REVIEW OF A4TERIAP_

Directive II, Budgeting Expenditures, was divided into two
Sections with each section an independent unit. Together, they will
enable you, to prepare and-submit a special educatfon'program budget
for expenditures using a program planning CUdgetingsystem.in con-
formity with the Minnesota Uniform Financial Accounting and Reporting
Mapual and in conjunction with-the finance officier of their adminis-
trative district.

Sction A presented an htstorical background of the budgeting
process, the components of the budget, the move to program budgeting,
and the program elements. Section B, on the other hand, detailed
the budget planning. This-'included the planning for the program and
the deVelopment of the expenditure plan.
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All of.your required readings have been provided on'the
ing pages; those, toot have been divided into two sections to

:correlate with the tat sections. Alsq included at the very end of
Objective II are two evaluation sheets- -one for the,compiet.ion of
Section A, the other for Section B.

WRITTEN ASSIGNMENY

Budgeting Process 1

,

1. Identify two program areas in special education in your
school district with.which you are familiar,. Explain why

they are identifiable as district program areas.

TrEstablish the goal or goals for each area.

3. ,Establish the objectives for each area. Explain how
these objectives are measurable.

4. List alternative procedures for attaining these gUals

and objectives. In so doing, assume that available '
funds are relatively restricted.

5. Identify the method of evaluation that can be used to
determine if the program dfd in fact attain its goals

and objectives.

6. Assume that the-program did not meet its goals and/
objectives. ,What would you fecommend for the follow-
ing fiscal period?

7., Assume that the program did meet, its goals and objec-
tives. .What would you-recommend for the following s4
fiscal period?

Budget Planning

1. Yoqr first task is to describe the process you would
use to develop a Thilosophy statement and related pro-'
gram objectives for your Special Education DeArtuient./
It is not necessary to write the statement; merely
describe atthe process you would use. When you have co-

'pleted the first task assume that one of your objectives
is to provide speech therapy for kindergarten through
grade 12. Describe how you would organize and staff
for this activity.

aw'
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ITEM

2. Using the Independent School District No. 000
Classification of Expenditures material included as
-required reading, indicate the proper expenditure
account numbers for the following items for the a
speech handicapped program.

Orgn. Dept.
Unit Pro ram Source Object Fund

Instructional Consultant and
Coordinator Salary

, 005 416

.4

0

Certified Classroom Salary 005 ,

.

Textbooks and Repair 005

Instructional Materials' 005 .

Consultants Fees \ 005

Additional Equipment 005.
_ .

3. Using the Ind pendent School District ,No. 000--Budget

Instruction ?cket and Worksheets, complete an Expen-
diture Budget worksheet for your next school years

), needs for Speech Handicapped.

REQUID READINGS

Budgeting Process

1. .Barri), S.M. Develoyment of a program sjructure. In

S.A. Haggart (Ed.), Program budgeting for school dis-
trict planning. Englewood Cliffs, N.J.: ,Educational
Technology Publications, 1972.

2. Haggart, S.A. Considerations in developing a program
budgeting system. In S.A. Haggart (Ed), Program bud-
geting for school district planning. Englewood Cliffs,
N.J.: Educational Technology Publications, 1972.

3. Haggart, S.A. Program budgeting for improved school
district planning. In S.A. Haggart (Ed.), Program
budgeting for school' district planning. Englewood
Cliffs, N.J.: Educational Technology Publications,
1972.
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4. Linn, H.*. (Ed.). - School business administration.
New York: The Ronald Press Co., 1956.

5. PPBS for people who don't understand PPBS. Worthing-
ton, Ohio: School Managemept Institute, 1971.

Budget Planning

1. Classification of disbursement: Independent School
. -

District No. O. 47. t

- Jordan, K.F. School business adthinistration. New
York: The Ronald Press Co., 1969.

3. Operating budget--1975-76: Independent School Dis-
trict NO. 000.

4. Program and financial information: Statement Of
goals and objectives.

4

5. Program-orionied budgeting and accounting system for
Minnesota school districts. St. Paul: Minnesota
State,Department of Education, 1971

6. Roe, W.H. ,School business management. New York:

McGraw-Hi U Book Co., 1961.

7. VanGeel; T. PPBS and distric resource
Administrator's Notebook, 197311122(1),"1=4.
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Budgeting Pm cess

DEVELOPMENT OF A PROGRAM STRUCTURE

The structural phase of program budgeting consists of efforts tot 1

generate, assemble, and organize inforiation about the resource dsinU
act 1 vities of an organization. These efforts are intended to accomplish --

two rposes: to display information in a way that will be. meanin fu]
to administrators and directly usable in decision making; and to .

provide an information base that will support subsequent efforts at
systems analysis. A principal thrust of the literature on program
budgeting is that each of these purposes can be accomplished by
establishing a classification scheme that groups the organization's
activities according to the objective that each activity serves. Withi
the resulting taxomic frame0ork, information cap be brought together
on resource requirements, costs, outputs, and benefits of all the activi les
carried on by the organization. The array of categories used to repres 911 t

the activities of the organizations.and their interrelationships is-
known as e program structure. ,

.
.,

This reading examines-the nature of a profit and some
of the major considerations .in developing it f. 4 ic school system.
The discussion focuses upon one particular approh trouping and
arraying school district activities. The rationale nd this approach
includes three.genetal areas:,

life objectives and learning objectives,
direct, and support programs, and a

*three-way classification of programs.

Barro, S.M. Development of a program structure. In S.A. Haggai

Program budgeting for school district planning. Englewood ClIiffs,

N.J. : Educational Technology Publications, 1972. (Summary)

V.
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The three-way classification of programs serves as a bang
during the description of the, followipg programcategories:

Categorization of activities according to subject-oriented
learning objectives;

Categorization by type of 'student; and
Categorization by level.

Each activity of a school district needs to be categorized by the
above modes of classification for its importance in connection with
_educational issues, sivations.andOi budget format.

135
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REQUIRED READING

Budgeting Process

4

CONSIDERATIONS IN DEVELOPING A
PROGRAM BUDGETING SYSTEM*

2

4

' The threat of program budgeting and the need to rescue;functiona, .

agencies, and personalities from its clutches, characteristicsor
features of program bydgeting have been buried. This is partly
due to the'tact that program budgeting means quite different things,

to different people. The list of features shown below provides
means of picturing these different ideas as follows:

Output - related arrangemeat of items of expenditure by program.
-Capital budget items included by program.
Extended time horizon for planning.
Resoutce/cost model developed.
Criteria and measurespf.effectiveneds developed.
Up -to -date financial plan.
Mechanisms for control of funds. program.

Organizational alignment b9 program.

To some people, prograt budgeting must include all of these
features or it is not-program budgeting. To others, progyam:budgeting
development stops after the rearrangement of the expense°bud*t by
program, after the extension on the time horizon of the budget, or
after-the inclusion of capital budget items in. the display of the

expense.items. ....

46'
a .

,__,

To many, program budgeting, as alltoOrfor long-range pradning, -

has merit even without th4'budgetary control aspect;' if, and this.- is

an important if, the system-analytical aspeot has been developed.

This is the point of view from which this reading'is written, the

""

Haggart, S.A. Consideration& in developing a.program budgeting system.'

In S.A. Haggart (Ed.), Program budgetinkfor school district planning.

Englewood Cliffs, N.J.: Educational Technology Publications,

1972. (Summary) -
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analytical'dipAbillty need not be sophdeticated;'it can be-simple",
And direct. Computers and automated management iriformation.systems

'are useful aids, but areot prerequi4ite to. achieving a workable
sfistemr-aniryticalcapaliili6r. A great deal- n be',aOcomplishq with
quantified coffin sense, especialiy, when it is tempered with a
conscious efforr-tb account. for the noqquaititiable facets of both -
the problem and potential solutions. .44

program blIdgeting, by providing a framework for organizing-0e .

', educational and bperAtional data of school districts and by providing
consistent ilinsE for the analysis og the data, offers the means
to make the of the effort expended on educational planning. A
*1:mogram budgeting system encompassing the first six features of the
above list can be designed, and effectively used, to achieve this
improVemenp in school distfict planning.

I

4
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REQUIRED READING

Budgeting Process

OQRAM BUDGETING FQ
CH9OL DISTRICT PLANN

AC

I, t'Progr udge

Many adtiv s ar,

various compftent
are reported in t e

ROVED

4 "-

g is more than a method o getitg by prlam.
nvolyed.A. These activitie re carried'on withih

o 'thrprogram hUdgetAtg Orwess., The results"
documentation demanded by fhe process.

Setting oh)ect,ives, definnfing programs,-assigning_dctivities to

programs; determining resource requirements, 'costing programs,
developing criteria, ideritifying'alternatives, evaAmating.alternatives,
and tip-dating the grogram are the activitifs involved in the'process.
There are lour major components of tht program budgeting process:

a, The structural aspect, is the_setting of objectivesjand the
-..,_

"development ofaprogram structure. , .

f'We analytical aspect inttudest-fie cost-effectivenetWanalyses
and qadc-offeand 'identification of alternative ways to meet objgOtives.

The Control aspect includes progress reOrting andconirol. .

The data and information aspect- nfluences the choice of ata ,

.
. - =4/

.

%41k.,.' "- Program budgeting forces consideration of many things
.

not usually
4

r thought of is part of tlie budgeting process; It provides a. focal.

"point forIidentifying, "developing, evaluating, and ilplementing .,

ducationa AiRge. also servta aalbotemunication device, and_

as *cammftilais for iscussion and exbhange-of ideas'. ... .

. OF Q
,

.

_A fully 'developed planning, programmiCemA btidget g'syttem, -

Comprises:more,than.the prograip budget and its record ro ptergrai 'and -.

ffnancial information;At,is,mitifact, a syeteni of anal eis'iltended 6

.
,

-

*
. . ,

-Haggett, S.A.Program budgeting for imptoved'school d±Ntrict planning:

In S.A. Haggart (Ed.), Program b4Agetink,forschool Zistribt
.

-"planning. Englewood Cliffs, N.JY:
.
Educational Technology

Publications, 1972. (Supmary) . .

,
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assist the decisionmaker in chooaing among alternative courses
of action that involve school district programs.
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REQUIRED READING

Budgeting process

f

THE SCHOOL (FIDGET

The ideal school budget may ledefined as a comple
forecast of 'both expenditures and receipts, bal*, upon

plan. The modern school'budOt contains bhue_parts:
plan, which lea definite statement of the edudlitional

And program; the spending plan, which is iatranglation

policies into proposed expenditures.; andihe financing

proposes means for meeting the cot of the educational

to financial
theeamfattogal

the 40-ik

policies'
.

of the accepted
plan,which
needs.

Twelve functions of the school budget are the following:

The budget is a servant of education.
It gives an overview-of the entire schoOl system.'

It aids in arklysis of detail's.
It develops cooperation within the School%

It /stimulates Confidence dMong the twayets.-40°.'"

It estimates the receipt.
It determines the tax /elor.-)

It authoriies expenditureso ,'t4 '

It aids_in administering 'tile Schbol economically.

It improves account4nOlKocedures.
It aidsin extracurricular actilitties.

It projects the school into.'the-future.

There are four major steps in- school budgeting. The first step is

preparation. The executive, .the superintendent of schools, prepares,

with the staff, board, .anfiLlay citizen assistance, an educational.

program on which the budgeted estimates are to'be based. Thesuperin-

tendant with 4the staff an4 lay asis4talild% preiDaresp preliminary

budges integrating the educational, financing, and spending'plans.

Linn, H.H. (Ed.). School business administration. New York: The

Ronald Press Co., 1956. (Summary/
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This educational program makes the budget a professional document,
functions as ,a constructive instrument, for developing the child, makes
for better ballitce of the budget, and serves as the base of the
budget on (*hich to build the financial and, spending; plans:'-The
,spending program of the school budget consists of accurate estimates
of all proposed expenditures.

The secued step of school budgeting is the ftesentation,
interpretatiqn, and adoption of the budget. A tentative budget
is presented to the board of education, which may revise it after

seasoned deliberation. The budget is then presented to the local
citizens at drat a public meeting Called for this specific
purpose. Up ormal-adoption, the board certifies to tax officials
the amount of. money _needed the ensuing fiscal year for school support.

The third step in school budgeting is the administration of the
budget. After formal *Option thg budget estimates are definitely
transferredto the accounting books, where they are the initial entries.
There are Vali0 reasons why the estimates should be definitely trans-
ferred from the original document to the accounting forms. These include:

making the historical records complete;
authorizing the expenditures;
controllingthe expenditures;.
encumbering the funds;
facilitating ready reference;
preparing the periodic reports;an
aiding in the audit of the books.

The Abudget functions, not'as a_dictatOr, but as a de:finite guide

for, the economical and efficient admillstration of the, schools.

Lastly., school budgeting isan appraisal of budget4ry,procedures

and budgets. As part ofthe continuous appraisal,' periodic reports
are made as,to the progress of the school anil the budget. The

close of the fiscal year calls foran-independent audit of the
accounts 'and a.critical appraisal of the administration'of the

school program; the41)are two of the bases'on which th4'succeeding
year's,budget is builre.

-

r

In addition to the annual budget, long-term budgeting shpilld

be considered. Long-term budgeting involves p.lanning.anil.forecasting

and, like the annual budget, should be based upon the needs of the,

edpational program.-

11. '
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REQUIRED READING

Budgeting Process

,PPBS FOR PEOPLE WHO
DON'T UNDERSTAND PPBS

5

Planning, Programming, fidgeting System (PPBS) is a matter of
planning in advance the way to tackle a problem or task, and the
plan is designed to help determint the progress made toward the goal.

- Due to the high cost of education and the rapid introduction of:
'many changes in_the educational program, the use of PPBS inschool
districts has been encouraged. PPM' focuses upon accomplishment and
whether what was accomplished corrdspbnds to adopted educational
goals.and objectives. PPBS provides new opportunities for communication
and involvement, and the basic premise of PPBS is to help assure success.

The PPBS operationlin a school district is built around deciding
'the answer to these five questions:

4

4
Goals. What are our educational needs and desires?
Objectives. What, specifically, must we do to reach these goals?
Program. What programs, among hll of the possibilities, should

be followed to attain our objectives?
Evaluation: How well did we achieve Our pbjectives?
Review and Recycle. What adjustments do we make for the new PPBS cycle?

PPBS is a non-encLimg process.

The beginning of the PPBS procpss is to examinethe problems, needs, and
. financial conditions of the community. This is called "needs assessment"

and is regarded to be ppeliminary to the determination of educational
goals of the school. system. . *

PPBS f

Manag
*lewhq don't understand PPBS, Worthington, Ohio: School
t Institute, 1971. (Summary)
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t- Clarification-of the terms used in PPES wily. aid in'its under-

standing. A goal is a statement of broad direcition or intent-- -

general and timeless and not concerned with particular achievements

within a specific time. An objective is a devised accomplishment
that can be verified within a given time under specific conditions,
which, if attained, advances the system toward a corresponding goal.

Lastly, a program is afrro-up of interdependent', closely related
activities.or services progiesiing toward or contributing to a

common objective or set of allied objectives.

FM II-32
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REQUIRED READING

Budget Planning

q10

_CLASSIFICATION OF DISBURSEMENTS

4

:Ind4endent School District No. 000.

The Cosmittee on'Terminology 4f the American Institute ofCertified
6

%bile Accountants has defined accountiliass

' the art of recording, classifying and suselkising
in a sifnificant manner end in terms of money, transactions

and 'yenta whith are, in part at least, of a financial (

character and interpreting the resulte4tirereof.",

Emery disbursement transaction incurred by the school district must

be accounted for in the financial accounts. To assist in the re-
.

cording and classifying of such disbursements, a Chart of Account&

foe pe.h.oe.06meetft bee been designed for school district use.

Eammples are presented to help illustrate the use of the ditPeement

4 classification code system:

10

111/
(1) The Science Department at North Viev/Junior High requester

the purchase of some test %ribs' and glassware for its

inetructioal program,
/

Organisation Department Aree.of . State

gala-- fi2=11621- &lin Or Jana- Dal Ala...

s 346 ''T'
130. 000 331 0233 '421 01.0240.00

Portn'tev ScieLle local .Instr. North Viev General Instr.

Miteriale Science Materials

(2) The Athletic Departimart at Osseo Senior High request. the

purchase of'sose prose country skis
i

.

232 220 000 331 4045 921 01.0240.00

(3) lb. Resource Center at Willow Lens Elementary requests the

purchase of some overhead projectors

ago 636 000. 540 0867 921 05.1230.00 1

(4) The LSE* Title I program requests the purchase of some

4 instructional materials

400 642 212 1331 8203 921 01.0240.00

(5) The XDFA Title III programrequests the purchase of some

meth equipment

005 630 004 540 gla 925 05.1230.00

lea, to Subject lo. 5.02 for a *complete sobeamyrof the coding Armature.

'FM II-33
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Irhe valid combinetione of twelve digit numbers (budget line items) are

nieveloped"tit tho time the original budgets-are determined.` These ere inputted
into the system as the roc- -le of the master file end become the only valid

combinations that will be '..coptablo to receive transactions. Th, district

should allow for reallocation of the budget appropriation amount, sod insist --
upon charging trannactigns to tho proper account code regardless of tho-

equacy of the budget. Expenditures should not be proce:sed aghast n different

\5S
unt code just because it still ins funds available. Although no expenditure
be permitted against an unbudgeted line item it does not, bovevert preclude

the charging against an area that has not been previously conceived or budgeted.

Prior to processing a transaction under these circumstances, a budget line item

suet be entered with either mt,"zero' budget amount or reallocation of an emcunt

from another item. New records of this type say be entered into the system at

any time. ,

In summery, the following diebusement code ehme are inherent within the einem:

A. 11.. C. D. E. F. O.

Organize- Depelli- Bounce /Course/ Area of Fund Stats

tionel Unit ' ment Proles* Object Reap. Balance Reporting No.

Ed nx . roc DM /CCU u 111.XCa.tf

( ) (

I

Each disbursement transaction is coded

with these twelve digits.

.FM 1134
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Date* 6 -15-74

ONART011 ACCOUNTS

SEPIIMITUBB ACCOUNTS

A. OFGANITATIONAL 0131711

12sagrldion.

005 : Distriot-wide

Ot5 . District Warehouse

A

101 All :Secondary

200 Series 1 Au Br High Schools

232 Osseo Sr High V

21.1 Park.Center Sr High
ti

300 Series A11 Jr High Schools
AS

333 Brooklyn Jr High-

334 Osseo Jr High

3$6 North View Jr High

400 Series 311 Elm Schools

471 Birch Grave 3

472 Crest Vies V

47T Edgewocct V

474 lair Oaks f B

475 Garden City E

476 Orchard lens E

477 Osseo Elementary V

478 Pales; Lake It

479 Perk Brook V

480 Windt, Lana It

4S1 Zanseced V

iiI2 Osdar Island V

500 - 399 Not Used

600 Calamity ihriirloso

700 - 799 ----11;t Used

800 Series Other Organisations

tIO Trieste Schools- (ESSI,Title II)

3



000

001

020

030

040

-..:
050

060

.
070

080

0111

083

090

100

110

900

510

511

512

602

610

620

630

632

634

636

Doei Sot Apply

. )

Principal's °fries

Art

Husinees Education

Coop Training 130

1nglish tang Arts 150

N.

Foreign languages 180 04.0malkemmtlem

:
Reserved 200 CoAeular
Health & Safety 202 Study Hall

Physical Education 210 Moon Activities
).

Driver Education 211 Career Mutation

Hose Economics 220 Athletics

Industrial Arts 240 *dent Activities

Mathematics t

I :11, /IN Si. :

120 'Susie

121 Voeal

122 Instrumental

Science

Social Studios

Homeroom (Greatly Level, eta.) 513

kindergarten 514

'list Grade . 515

Second Grade 516

112dailagardignalbanacLibaloas

Third Grade

Fccirthz,
SIM

nth ands

let Superintendent 640 Pupil Pere Coord

Vocational fgeord .642 Special Education

Program Director 1 644 Guidance Services

Program Director M 648 Health Services

Media Services Coord 60 Staff Support .

Library Processing 652 Staff Development

Television 654 Student Teaching

Resource Gannr

2121LAsiirisinialitlarztua

Tfo

.702

Community duo Comm!

Adult iducatime

FM I I - 36
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11:0lisciaasidailLivazackluttaia

@CO Board of Education 650

610 Superintendent 652

612 Public Information 660

614 Printing - Publishing 661

620 Director of Main 662

630 Personnel Direetc.r
t 1

665

632 Employee Benefits 870

640 Business Office 672

642 ' Debt Progral 680

446 Marabou...Delivery 690

C.

COO Local

Informeti.n Systems

fanoua

Operation

Utilities - 'finurance

Laundry

Maintenanoe

Capital Projects

Building Program

Pbod Service

Transportation

00.-kidlLmilEUSLagiglitiMagaildliLLIONERMI

003 . NDEA III (173)

004 , NDEA III (1973-74)

009 V00 3

NDEA A III (1973-74 amp.)

ESEA III (197374) h000untability

032 CM III (1973-74) Opt Child Development

033 ESEA III (1974-75) Opt Child Nrrolopmeet

041 Adult Bade (1973 -74)

042 Adult Basic (1974-75)

051 TACO (197344)

140 , -Vocational Slue - b 190

141 Distributive &tun $51

43 ' Kelm Economics Coop 152

'145 Office Occupations 153
A '

AV. Trades and Industry 154

14; Mork sieves 157

a

221-11.datainurleassicastaaligaraukeztas

211 ESEA I (1973-74)

212 ESEA I (1974-75)

225 MU II (197445)

FM 11-37
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'durable Retarded

Trainable Retarded

Learning Dinah - SLOP

Speech Ihrtdicappel

-Searing Bendicapped

Periinlailoal Saes '

1
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3012filLiaLalallLiMiliglib1. IALULAMECIA

azakcji .2"1. sir seam .ITkshatniLSmgge

;PORTS - au

52011122Jariaaa
;PORTS - SOYA

800 Baseball 831 Svienting

803, Basketball 833 Tennis

805 Gross Country- 835 Volleyball

807 Footbell 837 - Gymnastics

809 Golf 839 Track

811 Gymnastics 841 Cheerleading

813 Hockey

815 Heinlaint

817

819

Tennis

Track

pPORTS - GIVER/A,

821, Wrestling 845 General Athletics

846 Girls Ath Jr Highs

847 Boys Ath - Jr Highs

411111arisa Other Piro1entg

D. MIZE

Orilaztia2112izsamatilaid

121AgaieagarieLkabgaa

...

100 Imeoutive

101 General Admin

102 Instructional Alan

140

142

144

Substitutes

Casual

Overtime

104 Business Admin 150 Tutoring & Homebound

106 Instr Consult & Gaged 152 Other Assignments

106 Principals 153 Currie Development

112 lindengarten 156 In- Service Training

114 Cert Classroom 10 Department Miamian.,

116 Cert Support Staff 160 Aides

122 Wear 190 PTA & Aet arias

130 Beaty & Clerical 199 Other Allariee

I

FM II-38
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20241:1mai1azialoatLis

200 Sboial 8.eurity 225 1 Disability,Inesnae,

201 1114 227 Life Insurance let
202 PyAA . 228 . *Unemployment Comp

204 Suppl Ratirsionet 229
.11"1/2411r. Cc")

220 %ploy*. Ins - General 299 Ihiplofee Beneetito

221 Hoag-tell - Surgical

300 Textbooks Repair 340 Tood

t 310 Lib Boolla & Repair 341

312 Prof Books Vat 344 'Concession .
314 Periodical - NmellPaPer 350 ' Repair Supplies - Site
320 Audio Visual - General 351 .Repair Supplies - Bldg
322 Tibia 352 tpair Supplies - Tqpt

323 Filmstrips 353 Giese Buildings

324 Records & Tapes 354 Paint - S11gn

326 Matteis end Ichibito 362 Gasoline

330 General Sopplice 364 011-Grease-Ptwe Plaint
411

331 'emir Materiels 366 Tires' and 1Mbes

332 Postage Ii lirPrees 396 rrk & AR Supplieme

336 Towels 399 Other Sitreplies Net

337 Seeim Snits

-Ne

1411614aL-CfratzuLArslau
402 Legal 447 Transp, - Sfe.c Ed 0/b

v404 Audit and Tiecal 44A Transp - Parochial

406 Research Planning
449 Transp Voc Tech

410 Consultant* '-
450. Uti41tres - General

422 ?ranting .. Publishing 451. Electricity

430 Rental - Lana 81dgs 452 Telephone

*32 Rental . TquIpnent 453 - Water and Sever

440 Tram - SS Regular 45Z el

441 Transp - SS Special-
.

460 Contract Repair - Site

442 Transp - Reimburse 461 Contract Repair - /31-1.,;

443 Tramp - NanrReintirse. 462 Contract Repair Fewt

444 frnnap - PhWatticep ,,470 Ineeurancee - General

445 TrancP - Spec Id IP 471 Property & List Ins

446 Transp --Departmental 475 Vehicle Insurance

FM II 3.9
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Surety Bowl

"t,-,Yr
400 %ow Bemire],

402 Sifts. Semoval

Ilateridnating /key

406 teundry-Drs Cleaning

500.- Site Inprovemeat.s
la.

4 502 Site

504 11 &It

Site

Sameseents

510 Bldg &Improve:its

.. 51% .01.dr Inprbyeakeet Mat

512 Bldg& 415140.7

514 , ,:fioofing Improvinents-K

U

400 Sites

610 ,,Suild4nge

Architeht lees '
.612 Bldg - Ceal Contract. ,

P , A

tt . :/Cri .21riaa - Dalt timi

700 cipal,
':__ 710 'Bond 'Interest

102--eillaghailta-;e ssn.'

wirehomeureheeee

111.

0' A 011.

01

900 Local Travel.
0. ftwA r.

A.
902 Con"-Morkahof Travel

905` Noe and Memberships

907 Duitise - ether Dist

MOW 4.5pscial *rents*

914 ceevr ction4eateres

.013 apeciel Mena

"4714'. C°149. Food
.1 .

OS 114 end Sop Servieo

490 Pverload flerTicile

4% PTSJ-.4ct'Contr Ilery

499 other Contrast Sere

516 Lease-lend Slags

590 011epTacesent Poly

531 Equip - Self yannenee.,

940 n Equipment

549 rqui/V- Pro'
40 9:90 Deyrectated Equip

598 PTA &.#A Cep

999 - Other Cit &peed
,

613

4

*a;

,

I:0 11'401 5 1

799

900

990

991.

994

995

996

VI

S
4

Bldg - Mach Contact

BZde - Sleoleloattact

Ddilt-In hinipeent-

Movable Equipment

.

.

' Other Debt

fj

School Steotions

aift, Printing Project:

.CaPatel Project.

Clewing. ,

CeteraProvisilonal

Refunds, Issued

.1 Purchased For Jamas

V

,

1 .1

4

S
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Osm.oraik, 927

922 Food Service 928

923 Transportatior. 929
.

924_ Comdunity Ss4as , 930

925 Capital peeditme 931

926 New Building 932-939

Debt Bard-es

Reserved

Resented
0.

Tzuat,

Reserved-
. '

golisrdianily0s:d .

mar. DESCRIPTION AND FIPLINATIOX

This subject is the moat frequently referred to area in the entire

manual and consists of a description and example' of each object et-

oount code. The amounts are broken into categories based on the sor-

vice or oommodity obtained ailloresult of the ixpenditure.
t

"

The degree"of breakdown within each category is a relative factor and

changes with the need for more or Loa informatig6 to- satisfy eitlt
sr*

.`internal okexternal reporting. It ii ortant that eacetransaction

be obnalstently classified to cokply with state guidelines-ttrpgardless

- mem. . -
,of.tge adequacy of the Whist.

001, ,Bach departmental free Pi elay have need for'a,fewief the a'accients

described. Ufa, a few oe'the accounts are normally only :Used in,'

conjunction with a Federally funded project.

I

. .
4. r

withAm general guideline, i: specific depattmant iiponly concerned with
. .

those Fey account numbers replete& in tbailhonthlz II; Guideline
. , . . .

Report. However,lif your department has a first-tied' need of itdb00 --"----

.-

or more within agNiven school year, then f1:1 Tree !'inquire as to the '

. -...,

. . .

proper amount sods.

1/4 r

' -
Ageount.

% 100 Series

300 Series

Tr

400 Baies

500 Series ,

Salaries and VAVIO

Employe. Benefit;

Supplies and Meteriils

600 Serizg

700 Series

00 Series

Contract Vas
.

Il9011 %ris e

Capital Cspendituts

,ty

,

FM I 1 -41
ol.
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Buildilstruotion

Debt Redsastbdan . ,

*rebels'

v

Other %epees*

#0'

vt-

e
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Account

511123121"M"1222IILAngli
.'" 100 Series . SALARIES N NAG.

Includes ill cOmpensation paid to

by payroll cheek.

PrilcUW2111212".hesalaryaecounts have

beat niniPnined bis-talLtuagLion and

ta.apilaw aRluslata

74.1:0mr4rIen

1p0 Menthe Record all of Sehool Beard
distrietwide executive District 404erintendent

- "Thadeinistrators

101 General Admdnimpators

e

102'

Reiord eli salaried of
idiainistrators reeve- 16

which are
there

Bible in ar
gendial in
than spec

Instruction Record All "salaries of
Ahmamietratere, . instructigpaliadminis-

_;.,tore with broad'
egponnibilities which

eneimpne.-several school.

Record all personnel

responsible for admin-
istering the financial
affairs of the school

104 Business
' Administrates'

=

106 Xnetructional
Consultants sad
Coordinators

-104 Principals'

at'

114 Certified 'Classroom

116 Certified Support
Staff

district. elude
building Ad strative
assistantsp ily irsa*

volved with coordinating

the,recordkcepicg function

Record all pesondel
responsible as subject
consultants and cm -

o4linators of the school
district service dapart-.
masts.

RecordRszlorrpersonnel
the affairs of

individual Schools as

principals amd assistant
prinolpals

%cord all certified ,

clamour teachers
instructing at the -=

kindergarten lei :1

Record certified
loom teachers instructing

students in grades 1-12

Record all certified

tional personnel
wb0 responsibilities .

are primarily performed
outside of `tea classroom

1

FM Ii
L: 1 J3

Director of AdrdniTerslnnel

Asst. Dir. of Personnel
Coordinator of Adrin.
Coordinator of Public ILfo.

Coordinator cf Info. Systens
&immunity F4. ColorlinatLr

Aset.r,Diat. Superintendent
Pyrardd Directors

!imager u1 Fiecal Affairs

Purcha:11 Acl, t

Accountant
9cOrviarrs DirettIrs,nf

Rldgionn4 r,r,11%:e

Fond Services

Transp-rtati:nPensus
Asst,. Supv. Pl!gn Crt-unds

t

iingehours larisiger -

Media Coordinator
VocAtional CGordlAor
Student Support Co,,rdinistor

General or Subject_kree
Conbultkn.a

Program Research .Coordinator

Staff Supervisory Teachers

Eismintarilrincipals.
Seeorelary Principals

Assistant..
4. k

lialergarten Teachers

Certified Classroom
Teachern - Elementary

Certified Olheeroo.
Teachers - Secondary

Audio-Visual Personnel
Spending Majority of Their
Time in the Cleseroom,

Intern Teachers
Pull -Time Student Toolbar Sep.

Librarians
Psycholrgists
Guidance fersonnel
TV Instructfanal Perssonpol
Audio-Visual Personnel
'Intern -upoort Staff its

Guidance, Etq.)
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100 SALARIES AND YAWS (eohtimmed)

.1;

lissevat ,

ANL " lonlaa

122 Non-Certifilid "Zulu Record all regularly
employed, non' - certified

personnel who cannot be
specifically. charged' to

any other salary account. M

a

1,0 Secretarial and'.
Clerical.

Substitutes

a

142
-

144 -Overtime

'

tiO Ttrtor and lasitiond

1

a

Record n11 personnel who
perform duties as stego-
graphere, clerks, secre-
taries, typists, ewitch-

'v'board operators and

business office clerks
Incbrioe tall-time and
part-time people employed
on a regular basis -

e
,,Record perbonnil who
temporarily- replaie

regularly employed per-
sonnel who are eligible
for sick leave. To Qat
record sUbotitutet for
casual or port-time'
people ouTh as alder.
Those types of substitutes
should` fie recorded in the

casual or aide account

Record all personnel who
are intermittently em-
ploye] and work irregular
hour.. Include sub-
etitutes for casual
people. Exclude salaries
paid to rubotitute class-
room teachers. Exclude
salaries paid to per-

sonnel_ who work part-time
hours but do work on a

regular baste

Record the salaries paid

to personnel for services
and time rendered in
excess of regularly *
scheduled or contracted
hours of employment ,

flaccid porionrsil

instruct home-bound
students and assist

to suppilpontery
instructionla programs

FM II-43
t
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Nurses and'Other Health
Perbonnel

Social Workers
Aug/to-Visual Support Personnel

PublicatiTie Support Personnel

Staff Custodians, Helpers

and Engineers
Matrons
Generpl Utility Mmn
Nigh lintehnen
Far/simnel Who Sweep, Clean
Polish, ST and Care for

Suildings
Ferimmel Who Rake, Moe, Hater
Cut, Trim, and Plapt Lime,
Sbrubs and Trees

Snow Shovelers
Foda_Servioe Nutritionists,

Cooks,.Food Server. and
Cashiers timbale Sebstitutes)

GeotralEtoree Clerk.
Trunk Drivers

Lrundry Pommel

School Roared Secretarial

'hnd *-ristaLts
General khan. ,acratAries
General Adnin. Stenographers
Geheral Mahn. Clerks
Building Clerks and.Secretaries
Food Service ,clerks

Food Service Bookkeepers

Secretarial-Personnel
Oustodial Personnel
Classroom Teachers e

Elementary
Clissroom Teachers -

Secondary

4

Clerical Overload Personnel' ,

"Door to Door" Census-. '..

Enumerators,
Public Rolationi Personnel
Summer fkintenance Perscnrel
Banquet Personnel

Custodial Personnel ,

Maintenance Personnel
Warehouse Personnel
Food Service Personnel
Community &webs' Program

Special luaaties "staring
Homebound Inetemmtlem

.0

f.
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911113.1610213112LAILLIZZIWILSI

.
seem:-
Jas.- Aloft

152 ' Othor isitesmoto

te

159 . °omit:ream
.1

. Development

I

ISLacime-111LIZIELMILINSI (oomurood)

156 In-Service Training

Rassztglion

Recerd,other assign vet

entitle nottally per-
formsd'in addition to
beets responsibilities.
Includes certified and

non-certifieci personnel

e

viA

. Driver Training
Coaching k.

Intratenme-ATA t
:ton, Samos; Meet

ity .Seboor

Jeers Met Instructors
Parking Iot Attendant
Student Lue Attendant
Detention Room Attendant
Student Activity Advioso*

Debate
'Clses Adviluar;

Play Directors
Studant.Publications
Student Activity Actocuate

Computer.Npervision
hide Directors
School Patrol Supervisor

ttnure WInstruction

Pohl Director

Student :Leeches Sagenvisol7 Tay
ar

Record expend -

.itures cede to staff:per-

sonnel for develop/lent of
instructional prlrrams
and subject curriculums.
Include subetttutes mask
to relesee teachers from
their trrmal duties

Record navy expend-
itures made to staff per-
monnel for development and
improvement of-other in-
dividual teachers or specific'
groups of teachers and to non-
certified employees. Inolud*
substitutes msed to rolommo
moployose from tkodemormal
Mattes

a

S

Staff Develoment

11 Depmramest Chaim= Record all payments to
certified personnel

reeitinsible as chair-
man of their respective
instructional depart-.
sent

160 Aides

170

180

S

4

Record all certified
pnd non-certified part-
tine personnel assist-
ing IA cleesroom in-
structional program
and office duties.

Inhale substitutes for
aides

FM II-44

4

Lwow* Arta
Mathtecties-

Science
Social Studies
Art

Music

Instructional Aides
Clerical Aides
Students

Lunchroom Supervisors'

rt

*



1911 r. PTA and Activity

Salaries

199 Other Salaries

paner. Dziclunto Amp ExPLANITIOlf

(oontyinni)

Record silaries ;revered by

PTA and Student activity

zanies. This accounf is

nal, budgeted

This account covers

contingency salaries
only-And is normally
nnt budgeted

"'

goorT. rirsvarinn AND EXPTANCION

200 Series - mum BF his

Includes all retirement plane

and Stoup insurance paid by the
school district

Account

Sat Obfsot
'

Description

a

-200 Social Security ._Record the district portion
of contributions tb the
Federal Government Social
Security Program

201 T.R.A. Record the district.portion

Of contributions to the
Teachers" Retirement
Association

202" Record the district portion

of contributions .to the
Pbble EMployees' Retire -
ment Assotiatiow

20A Supplemental Record the district-portion _

Retirement of contributions to a
Sw.p1ementol Retirehent ,

Program

220 Meployee Insurance - Record the district poadon
General of employee_ insrance not

specifically chargeable to
Account Nos, 271-227

221 Hospital-9Zuvioal Record the district portiqh
of hospitalization end'
surgical inturence

on coverage ,ibtalned for '
the benefit of school
district employees

225 Disability Income Record the district portioi
of disability income in-.

wurance prowli . on o0.7"110
obtained for the benefit
of school district employee*

227 Lies Insurance Record the district portion

*
of life insurance premium
es coverose obtained for the
benefit of school district

esployeesv

FM 11-45
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ot.

auguammugustariata

Accost

-gab Waal

42S Bengt 'orient
Compensation

229 *w hose's
Compemostics

299 Other Bs/ploys. .

INosfits

,
'commit
Sea to.' Waal

waisru -A_Larmisrailliazi («willow

lhogriptagn

Record premiums paid for
uneanloyment compensation
eovereges

Record premiums paid.

for workmen's campensation
insurance cOverso

&mord employee haneati Physical Bans

' mot provided for in any Bye Blame

other 200 Series Amount .

peacT. DESCRIPT/ON Ana EXPIAILTIQI

:122NEC1IL=2thatMiLaiiinal

Inalaise all sepplies and materials
looluding books

. 300 Textbioks end Repair booed all textbooks
furnished free to all
public school pup
including non le .

workbooks, textbook
records and supplementary
textbooks. Include the
cost of all binding, re-
palis,.,freight and cartage

Record regular or inciden-

tal purchases of school
library books and
pamphlets available for
general U.S by 'students.
Include the coot of all

pribinding, freight,
binding and repair.

Exclude core of unabridged
dictionaries, encyclopedias
and other major reticence
sets and cost of initial
library for a new building.

since these are Capital
Expenditures

Record professional refer-

ence pocks and materials
commonli used by the

instructional staff.

, Books. and

Repaire

312 ProfeLional Books
and Material.'

314

4

.Periodicals and

Ihaim Pars ,

da.

Record magazines,

periodicals, newspapers
and ether generally
"Sabscribad"Te-materiale
for general Resource
Center use. Exclude coat
.of such mat la intended

forAttlas use, 4.he
1 sea or

TeXt.600ka IDOLUdint, 41

Non-expendable Vorkbodhs
Records
Supplementary Texts

Boding ifinagainclag

r.

Inoludes'librery procseeigg.
supplies-each as catalog

and contracted Wilk
since then are all part of
book cost.

C

Normally this object is
only used by the Resource

Centers.

4asource Centers are iormallY
tno only area constituting
large dollar expeeditures
for periodicals and news-
papers which warrants the

use of this object

'barged te Amsount lo. 391

FM II 461 5-7



basest
Waal

32D bedio-Vigusi
General

322

323

324

326

330

Films

Filegtrips

OBJRCT. DESCRIPTION IND FIPLANATIC2(

jpg *tan - smuts AID MAT Mail (sentlwasi)

kiiraziallaag

Record audio-visual

meterieln and eupplieis
which arq,not practical
to Wargo to Azcount Noe.
322, 323, or 324. In-
clude all expenditures.
made for audio-visual
materials and supplies
for projects funded
under Pt 9 -10

Record eldie-visual films

Record audib-visual film-

. strips

Records and Tapes Record aulio-visual re-
cords and tapes

Modeler and Rernrd hullo-eternal hodels

Exhibits and exhibit.

General Supplies Record supplies commonly

consumed in various sub-
ject orals, departments
or ffiaont hor* items
are usually stocked in
the Central *rehouse
(Refer to Sn6ject 7.031
page 1 for further

detail.)

331 Instructional Relirt all expecrlebre

Materials supply item cat -awned

directly in.the school
district
nmgar,. These are
commonly upecializnd items
andonly used in one
or two eubjeot areas or
departments. Include
all freight and cartage

charges imenrred to
*tam Such supplies

332 Postage mai

rapreas,

Record mounts Plaid for

pletage meters,
postage stamps, postal
ins-urinee and ragietmatiom
fees

I

FM 11-47

11.

Building Resource Center
Supplies Rnd 4tteril5 (filmstriv-,
records, ;U.)

Abletrict Resource Center

District Special hincati-n
District Vocational Educeti n

Library Supply !tens

a-

ORA
Bee then, objects f,r pro:octs.

funded under PLR',. -1#

Use thene Ljec,t. tmler
Resource Centers locate!

in the buibiletp wr! diF,tritt

offlceo %tont 4g1
Meaningful to .have th

separately ifentifini

Stationery -

Forme 0
Rinder5
(-Trice *chine frlyplies

Paper
Penilo
Chalk

Sealers .n.1 5:,nr"

SupOion T r PrIncfrrl'a

arppli j' r :P.rrf-t

Fond Service re.npliee

Luanir7.rqpties
Cuct,141

Expend. IP ..reaLkn
Sheet (111-1,

Tests Lnl 1pr P)cklets
Newrptrr, oridicals

and nr,,z1her f r ,enerel
Sleep, m Pee

Inetrunti-n Printed Materials
Bata, Balla, .

Set -Z3.refleboaird

%i0r 71eb for Vocetitil

ion '

Claw:mars for Selene, %me ,

Litmus let
Chemical.'

ril. 3entnY
Stuient tienjo, LoiginginA =

Regintnotion Fee, etymon to

debate eni.ethletie program'
Bioteeical 5pocin
Teaching Materialli,

Adult Fducotion Supplies
Swsmer School Suppling
Other Suppitier,

Athletic horde and Memberehip
Instructional Progress accotmted
for centrally eugh as Federal
Programa, Special Education
Programs, and Vocational Edusation

Progress, and Health &micas

r



4

'1'

4

falloai

337

340- Food

341

344 Coneearion
&Applies

"0 %pair Elysiumaitss

121012.-1211CO211-1111=111pli
nuilidaL,Azgialuiumia (oentinund)

2asulatiss

Record towels purahased
by the scdfool district

and issued for use in
the boys and girls
physical education and
athletic programa

Record all Svia Suit
expenditures

Record all to consumed
in the food service pro
gram, including the cost
of delivery and storage
of sane

Record all milk consumed
in the Foed Service program

Reeord all beverage and
fool supplies maid in mo.
cassias sombinss snob as
apples, soft drinks, stb.

I

Renard all expenditures
for parts, materials and-
other incidental expenses
for the repair and upkeep
of grounds by school
district personnel

Ineadry Dept. u1

tawdry Deg". only

Repair!
Walks
',Fences

Tennis',Courts

Playground Surfaces
4mial Sprinkling 37ste041

Outeide Flag roles
Driveways

,, -sp.-Semen- -

Regrading Sites``
49 Reseeding lawns

Replacing Shr.be

Repair:

Shingling
FoLndations
Doors and hairNer.
Gutters and Downsp^uts .
Wind^w Shrdes; Sta.-

Curt. 115, Drapes

Lockers, .:binets, Warlr.o0r
-SwisArz Pool Filtration

Fgt.:pant
Radiators.

Toilets sniSinks
Water Fipel an! -.'inko

Fire Plugs and Kc:-%,,
Fine Sprinkler Syctems

Fire E-capes S Zlevat:xs

Electivc Liohting :mete:,

Ruts, Bolts
Gaskets

lawn MbuirnRufflers

351 Repair Supplies Record all expenditures
Buildings for parts materials and

otheriacidental mxpensio
for the repair and upkeep
of buildings by school

iglikdistrict personnel

352 Repair Supplies Moor.' all txpenditutes
pment for parts, materials and!

other incidintallsrpenses
,for the repair and upkeep
of equipment ant =31
in by school district
pereonmel

353 Glass - .Buildings Record ell expend
for materials
nc

as

then
see for

repair and upkeep of'
glass of school district
kaildingsly_school_
district psrocesnel

Cost of Glass To:
Repair and/or Replace
Door Panels
Windows
4111s

.ae
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913r 1 T. DIOCRIPTION'IND =ANIS

za.loasznaktAstlianala 43.1)

=tJab 2Igacek lauralatisma

354 Faint-Buildingie Record ail pelletal other
incidental expenses 'for the

repair and upkeep of

building by'distriet
personnel.
Exception: Epoxy type
paint gay properly be

' handled under Account
I. 511 -Building
Improvement Rhterials

362 Gaeoline'

Imam

Materials
Repaint,

Redecorate Wa
Woodwork
Refinish Floors
Repaint Ceilings

Closely Related It As,

Drenthe,'

Brush Cleaner
Paint Thinner
Paint Rollers
Window Putty
Putty lady's

. .Record gasoline purchases
for student buses, driver
education vehicles and-any
other district-owned vehicles

364 Oil and Creme. and Record costs fov,oil ant
Preventive greats and preventive

heintleanCe aninteneme
'

366 Tires and Tithes

370

'

360.

390

396

.N

Record coats for tires

and tubes

PTA apd Acttrity Record **plies. and

SaPPlieVi

monies 'this account ii
Ran budgeted

Record supplies and
materials not provided
for in any othei seeount
in thee 300 Series

199 Other Supplies et

and Material.

1

rash and I

treeie Jobs
Oil Change and Filters
Batteries
Wash Jobs
Wheel Alignment and Balsam,

Anti-Freese
Wiper Blades

:

OustodiAl Uniforms ;

Immunisation Supplies

,11.
' OJECT. DESCRIPTION Ann UPLANATI0I2

400 Series - C'NTRACT SER7I2,1

InclUdee all amounts paid for
services perforeed Vi persons
who are not district employee.

'Aacz1J4icl
Record nil fees and,

retainers paid to
' att-,rneys for legal

sorrieso and_

intarnretations

FM 11-49 °,
100
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BM

auszareramoulamsaigua
Boris COMPRACT 181111(31.(eentiseeei)

'Usk Stan
heeitlrei liwal

$06 Paseesett sad

Planning

410 Consultants

02 Printing *and

Publishing

tan Bentnl-Xand and
!landings

Record eerrione of
auditors or publio

smaller' for services
of examining and re.
porting on the finan-
cial affairs of the
school district

Record all associated
fees paid to outside

Iwomercial organisations
for dietrictwide and/or
individual building

ianarch and curvy
studies

Record .11 associated
fees for contracted
services for develop-
sent of instructional

program and subject
curriouluma

School Renonrch Studies
° Schdol Surveys

Survey of Dronizationt
Authorities
Responsibilities
Sob Definitions

Salary nurveys

Building "Deed? Sul4eyes
Plante

Reoord_nll contrasted
printiiig and publishing

fees for newspaper

advortisamenta, print nog
mete of broehnens and
other intasintinnal
notarial.

Includes *catenated

aeoembly and mailing soots
laoltele the oast of printed
forms used in the instruc-
tional program and &data-

intrative officer, which
is Charge! to the ap..

propriate rupply account

Record all rental fees
for lard ,and buiLlings

used by-tht school

district which are gal. ,

capitalised. &Alga in-
stallennt-payments to
echoolhousing authorities
or similar sceneries or

other install:oat pay- _

moots which ultimately
result in the aoquisition

of properties by the
school district

4.12 Rentala-Mitipment Record all rental Fees
for all equipment used

'in the school district
operations. &adults
demurrage charges on
drums, gas tanks, etc.,
which should be consider-

, ed as port of the cost of

purchased materials .

FM 11-50

Tacilitios

Curricular Consultants
In-Zerviw Training S'onsult=nts
Psychologists

All consultant contracts 'Lich
extend beyond a Lag dez assignment.
(2m Inx gr lea consulting
ass ants, such as lyovun arms's,
music clinicians etc should be
chirged to,account No. 910 Special
Brenta.)

School Board Minutes
Annual Reports

School Directories
School District Manuals
Advert/somata for Bide
Legal Notices
&heel Mompipmem

ion-Pubiically Owned
School Buildings

Classroom Spec*
llnyground Sites
Atlantie Plaids
School Building Site's
Auditorium argl Gymnasium'

Fatalities -
Land and Buildings for

Central &bleb+. Wiese
Warshouase and Caragna
Maintenance Shope

Business, Machines
Xerox Machine
Postage Motor

Data Processing Equipaust
Operatioimal,orMaintenanan

Equipment
Rood. Service Equipment

Audio-Vinnal Ihuipemnt
Lela- Lecture Ipalipment

Car-Mental'

13.



bestAda alba&

440

441

442

Transportation -
Sumer School,

*tiler
.

Transportation
Summer School,
Special Edu-

-
cation

Tranapcutatioa
Paimbureable

44, *Transportation -
Non- Reimbursable

444 Transportation -
Physically`
Randioapped

445 Transportation -
SpecialSpecial
In District

CalipaSIGIMICLASUIligala
ACCulact.us21580116ELGIE (ecetinueS)

Dareziatica

Record transportation

costs for regular Sumer
School Program

Ro4ord transportation

costs for Special ,Edu
cation Saner School

Record contracted pupil
transportation services
provided by private
carriers, the Post of

which ie partiall7
boreal. by goveramtal
agencies. Exclude gasoline
which is charged to Account
go. 362

Record contracted Pupil
transportation services
provided by private
carriers, the cost of
which is not reimbursable
by government agencies

Record contract amounts
or other payments made

to' transport physically
handicapped students

Record contract amounts or
on other payments made to

transport special education
tollgate to and from

'ec ols in the schoo; died
trict during the regular

school year. Include
pdyments made to parents

for transporting groups of
children, including their
own or only their own

446 Transportation--
,

447 Transportation -
Spatial !Question
Out of District

lausLas

All Regelarly'Ochedulad
Morning and Afternoce
Bus Bone During the
Regular Bohool Tear

ilecord transportation
coats for departmental
activities, the runs for
which ere irregularly
ncheduled, administered

1by individual department
and'monitored by the super-
visor of transportation.
Record all students travel

arpenees. &club the cost
of runrOg athletid spectator
buses, the cost of which ii
charged to the appropriate
activities account. rigoligg

employee travel which is
noneally charged to the
upproprlate 'Trevor mount.

Record contrast ascent or -
other payments made to

transport special-education
students to and from schools
located outside the school
district Oring the regular
school year. Include pay-
ments *ado to paranta,for
transporting groups of
children including their
ovo.or only theiroes

FM II 51
'1132

Buitaing Teams and Physical
Eiucation Classes trans-
ported Between Schools

Students Trensportei
Reside Less Than Nile

Prom khool Attending

Debate
Drama ;
Music

Athletic Team Buse,

Intramural Sports
Field Tripe

DaY Use 4etisity "star



es

Salad

441 Trensportation

Parochial

449 Transportation -
Vocational...end

Technical

RanalrainULA112401110211
,-AciumuLa_asigultazi (cgmtbmi)

OD Utilities - General

451 laectrioity

4/2 Telephone and

Telegraph

Water and freer

454. Fuel

Ruhr ULU&

Rexford Oats for trans-
porting students to
Parochial Schools

Record costs for trans=
porting students to
Vocational and Technioal
Schools

Record Utility axpendi4.

tun,* not specifically
charged to Account
Roe. 451 through 459 '

Record expenditures to
utility companies far

'purchaseecurrent used
;or all purposes
except buiiiling heat

Record expenditures to
telephone utility_
collimates for all
purchased telephone end
telegraph services, in--
eluding costs of installing
equipment
Exclude cost if\ehintaining
privet.** owned inter-oos
systems which is char&
to Imunmt No. 444
exclude rental charges for
tolo.tostoro units and
rolotod 11411114110t whisk to

-.bawd to 14100.11t 110. 432

Record expenditures for
water and for sewage
dieposal.for all 4mrposse
Include meter deposits
for water and sewer service

Record all. coal, stem
electricity, gas fuel oil,
wood and other forms of
energy, including trans-
portation costs of securing
such energy, consumed in
the Ueating of the school
diarlet-buildings and
plants

460 Contraoted Repair. - Record all expenditufes

MU. induritalgpx - for
parts, materials and other

S. inetdental -expenses for

the reppivend upkeep of
qirounde by personnel not..
on the school district
payroll.

a. ..
163

FM 11-52
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'4"0.1.64P

Food SeriOil Program

Inetallatien oF Original
orldditional knee esd
Rquit

Rental of
penn

To
AdtohboutiVals

Repairs'
Walks

Pencil

Tennis Courts
Playground Surfaces

t Lawn 5prinkling Systems
Outoide flag Poles
Driveways .
teWerc

-, Regrading Sites

'-.Reseeding Lawns
" Replacing Shrubs



CALIELIMIZZOLITEJSCIUMIL'21

Ago CORIUM' finfiCg$ (continued)

Appmst
Waal 2SABliniiidt.

a

461 Contrasted %mire - Record all expenditures - Repair'

, adjaagg Ingliallagjagg - for Shingling

470

parts, 'materials and other
incidental expenses for the

repair and upkeep of
district-owned buildings
by personnst not on the
school district isyroU

<4,

_

der "

Contracted Repairs - Record all arpendituils -

Equipment ,IaL1a14ag..2Absix - for-
p4rts, materials and other
incidental expenses for

the repair and upkeep of
equipment zatjaataitia
by'perspnnel not on the

14. irchrl district payroll,

Include the cost of
maintenance contracts
on buciness machines.

Insurance - General

471 Property arx4,Li-

ability Ina trance

Reconi premiumn paid for
inruranno 11,verage not

apecifictilly chargeable

to pedant ides. 471-479

144-1,,r4 premiums paid for

incurnnce covering loss
or &ure to property
owned b/, or ir the
cuotAy sfAhe-achool
district.
Exclude premiums on
property covered by -
surety bond or

vehicle insurance
policies

Revue premiums paid for
insurance covering
personal injury and

ProPoortY do nde Iladdlita
of the school district

Foundations
. lioorn Awl U,u

ranters and Downspouts
w

Stage curtain
. Drapes

Carpeting
LenkeTn and Cabinets

Bari robes

Swimming Pool Filtration

Equipnent

Radiators
Toilet; and Sinks
Rater Pipes and Tankif
Fire Plugs and &see?
Fire Sprinkler Systems

Tire Escapee
Elevators

Electric Lightimg Byistoos

Materials Tot
Ropnint, &varnish and

. 16441 rate Malls 'and

1444.1wric

Refininhoftoors
Repaint Ceilings

Glans to &pair:
Door Paneln

Mirrlevs 0
Wills

Maintenance Contracts
Covering:

Adding Machines
Typewriter
Xerox

Body and Engine Repairs

to District Eehiclen
Pernarea Fire Extinguishers

Llama ladair.

F14 and' WIndstalro

Explesion
Theft, Noidup, Burglary -

ornrundoliem
Accidental Damage

Uhter,Dhmage
Mysterious Disappearance

Liaoility

tr

a

PM 11-53

1C4 11,
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le

t
9111/FlathaliFIEUILLIM1411

ACILarlasta.215222 (00otilmh

-

_Vehicle Insurance Record all premium:I for

cover*. I/n.4191:41.
gonad cars, truc
busespand privately

owns) vehicles being w,..
driven ty employees on
Official school district
business

,

L 477 Surety Bond j* Reconl premtvis for'any

bonds gunranteeinethe
school district against'

tiosses,resulting fuss the
actions of the treasurer,_
district empltimes or
other district personnel

Snow:Resoevil Record contract& mole
removal services performed
by personnel not on the
.school district payrcll

Rase Removal Neon} contracted garbage
euviVhor refuse remsvai

vs serviRes perfumed bx
personnel not on the
achol district payral

.

Rec*ord contracted spra
Serrices t and other emilar chealu1

epplianti used frr
rodeht tnd sect control

482
vei

434. 4mtcrmitation

486 Laundry arid

Cleaning'

Jr Rug and NOP
Services

DryW hecurrcontructed laundry
ant dry cleaning servicesi

performed by personnel not
an the school dicta-UV

Record cost df contracted

use sod.cleaning seiVices,
for school building door
mate and entrance rugs

490 Overload Services Record coot Irani*, of*

securing temporary help
from various agencies- for A

services rendered by their

over
loaled onditions 1*
existing n the
school district

and Aciivity Record contract 'amide%
covera,417/1. and Student
Actirily monies. This
account is not budgeted

Record-mil contracted' c'

Serviose iervicesivot specifically'
chargeable to any °the"
coqracted services
astic,mt

498
Contracted Services

7499 Other Gontraetsi

."

.

1.65
1-54

go oils"

Colliei'n

Comprebens6s
Liability
Buda? In4t.ry

Property damage

17

:

Contracted Tr ! ;fp' rta.ti-J.

snowreve

S

1P

Laundry f1-4 ri

r 7er:, -

Athletl!.. !f r
-!-.:k

ClidiP"}frSfiBii"
r"^

r
a.

Judges Pees common to diAmts

and athlgtic pregrams
hiscellanAous,Food

Services *m em
Boiler Inspection roes
Police Supervigion .

Official and Reforms res.,
Annognows, Vjoket Were,

s

4.0

V.
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DZSGRIP1104 in 'EXPLANATION

500 Serip-CASITAL.ELPMIT1111.

Ipeaudee tlJ onfital item! And
replacement equipment items

Account

WAAL

,

pemprisntInq *

"

` 500. Site Improvements ReCord'erPenditures for

the improvement of new
.and old cites; '

Record the'coet of major
A site repairs which im

prove the property .

502 Site Assessments

4

504 Black ToPpingit4

S

506 Site AcqUisitioe

.111

510 Balding Improvements
(Contracted) -

511
S

Include expemditures for
cpcill oeseessments
aralnat the school district
fur atrl

e
ents

ouch e ba4

sidevnlks, ce in drains

Record all capitalized
black topping costs. Lx=

lacknop patching
glswrile appropriately,
charged to Account No. 460

Record all eite acquisition
costs fundedfrpm the"Capital
Impanditurs

i-2
'

kore contracted afpenditures
for the improvement of, new and

old buildings owned by the
school district. Record the
coat of major repairs which
improve the property and
extend the life .of the
prFtrty

. '--,. ", P

Grading Sites ti

Land lnr "
Roost f;.

Ne lks

New tivs

4tettir r, WIlic

Sevr and :...torm Drlimr

Hydrant Installtlon
ImitInl Surfncinr and
tr,11Trentment Gfr
Athletic Fields
Tennis Courts

Initial Installation Ofs
Flngpoleo
Fences

Gateways

Water Well :
Demolition Work'

4

Building Improvement
Materials 1Projecte

'performed lir
Dietrict Maiisteveutoe

Department)

at

I.

RecoPd the-cost of met -

trials used to construct
built -in equipment arid'

used to improve the build-

ing. Record material costs
of =for repairs- which

clearly intrenee the value
of the facility. Normal*
the repair vet involve, ,

change in roof structure,
walls, partitions, etc.

FM 'I 1--55

Site Cost, Title Inrrnno-,
Filing Fees,.Foorn1 6
State Revenue Stamps a

Abstedpt.Coste

Major Building Isisprovymemteo

and Additions

\.Zqd1 Transportation Gaverei
Nnjr,r GtructArt or Bldg.

3yotems Changes
- Built -In Hnir Dryers and

Related Duct Mork and Parts
Draperies
CarpetimL
Rkplace Lookerp
major Roof Repair _-

Replace Venetian Olinda-

Rebuild Rollers
New Rif

re

a

et

S



6

512

9BJECTDEiCRIPTIOR AND EXPLUCUI01

5011.&CLIRnrtillin (oontinuad)

Ucludes all capital 'tens and
*replacement equipment items

Buildings and
Improvements -0

Provimicmal

514 Roofing Improvements
(Contracted)

516 Leese . land andaldint

Replacement
rquipsmett

0,

A6-
It

531 Equipment
Self-Inguranws

540 Equipment

I

Itaaaxiatisa

Record all amounts set aside
td provide for unanticipated
building and building im-
provement evenlitures. Al- -

though appropriation has been.

made the expenditure is
'contingent upon the authori-
zation by the appropriate

administration office

Covers major contracted
re-roofing projects

Record all land and building
lease payments,funded out of
the Capital Elqmemlituro Pied

Rec,r1 Al expenditures
.for it complete new unit -

of equipment uhidh is to
take the place of another -

_emulate unit of equipment
to be tradod in, sold,

acrepptai or written off the

441,enSi. The new

equipment must serve

bum purpose asfthe replaced
unit. -Exclude the cost of
school library hpok

replacements

Rec-rd nil eurpeaditarealt
moveable equipment Orchased
as a result Of the original
squipmgpt being stolen, de-
stroy11"by fire, etc. This
&acquit' represents self=

thew-Ince

lige 1 1 exponditures fpr
the purchase of initial
equipment
by the school district.

1.nclude installment cr

reuse paymentssnich haVe
a terminal late and upon
which date acquisition of
a particular piece of
equipment is accomplisged.
by the school district

114 I - 5.6

JL (3

I,.

44A.

4

Rani "niforma

Mend Seto and uneti 2 'e,wee
Ph,00grapitr, :1 s

Televirion Sets IF

Firture Pr-jr,t r
Nw1.1-na hineati,T,

Driver ,durtion
Srvlry 14.& /Ln,ls

Stmes.ant def;igerst, rr

Work "en,lles
4Pcwor 7.ein -

"i2trl 1174 i tionnrilo
`Encvel reins
Muslell inatmsenu
Mbsic Stands
Phyri-al Fauretion Apparel-II

yrITAJS

Chairs, Tau., bookshelves
& Filipg Cabinets

Typiwriters, adding 7inchin4's
& Dictating Machinea

ppermtfnal 4 Itint.
,Fquipmeme

Food .Services tntd.imanit

Bond Pnlr
He14 ats U)! 4r ctr^r s-
Phcb 4,r k ,10,!

Toleviri r4Pets
Buninep1-41,,call,n Machines

Driver F.Iteitior vehiols
Sewihe fltchiner

St-'ven not Refrigetr.
.Work 4e--hem

Pywpr TJ.11
Vnallhee Dicti
Encycf-Tedias
Musical-Instruments
Music Stands

(continued on next pogo,

a

4



011.11CT. DE.TRIPTION pp UXPLANATM

Swim - CAPITAL 1017TED,IIVRI, (Confirmed)

AOC*Int
JOU..., ZUG&

SA0 .1p461t(00mt.)
%

4

e k

5A9 niuTimegitc.
Pforisi

S

:;90 Depreciated Record the equivalent trade-

Equipment in value of equipment item/
replaced which arm purchased bqe.
the District.

PTA and Actielty Record capital expenditelrrm!
%

NOrmital FR- covered by PTA and Student.:

pond/ Activity conies. .This

Account is ad' budgeted,'

.
1

99 Other
OXpJIS

Record capital expenditures

Owele vial [1.1s

Record all amounts set

'aside toprovide for .

unanticipated equipment.
expenditures. Although
apprcOriation has been mods
thg expenditure is con-
tingent upon the authori-
sation by the appropriate
adminiatration office

1111Algarn

Physical Srm;ation
. Science Room

lay G pm,
Chairs, Tables Boar
shelves &Filing Cabinets

Typeamitsrs,Adding *chins
& Dictating Nrmbines

Playground Irmipsent

sot provided for in on**
the other SOO-Aeries Armors(

v

,m

V

;

Account

Sgadc Nad
6co Site

-

a &Irian - BUILDING GONSTRUC1101

Includds only new building oon-

struction items

Psacriallia
. -

Record, expenditures foi.

the purchase of initial
or additional sites

diebursad,fros the
building fund
Include special assess..
sents against the
school district for

capital improvements
such as streets, curbs,
sidewalks, sewers and
drain. paid from the
building,fUnd

FM 11 -57.

r fTh

- 400

&wages'

Grading Sites
IandscnKng ratan
Conetroctinn of:

New Silewalke
A New Bnadusys

Retnining Walls '

Sewer and St,rn Lrains
*rant Inetrillation
Initial Irirtnllotron of

41nygrourd Apparatus .

Initial 'purr/tel./SR and

Soil Treatment oft
AthOstic Fields
tennis Caurts

-Initial Installation of:

11147las
Ponces,
6fttelonyo

Wat,. Wel,1

Dermlition 1,14rk. ',*
Total Inaurance,,Filing

'a -Federal snd kate Revenue
Stamps

$ Abstract Goslo

4..

t
4

1
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becrant
...Sots %Lai

610 Building*

ipiA=4JEWMSEI 6smatimued)

lieradatko,

Record expenditures for
the purchase of loitial
ordditiorg4tadings
disbursed
building fund

611 Architect Fees Record crimmditorss
for arctiteet fseedn-
currad for des drawing
and oobrdinatimidrof a -'

' WW1*, fund project;.

.
612 Building -

;General Contract
,

613 tipilding -

Enchamiosl COW.
tract

614

f

7.--vvllvSa-,4

4.

14

's

Building -
Electrioal

kaiymni-

4.

L 7,-

r

fiecori plasma oomes,-o.

psyMents

Rectord.'sectunicialoontmlact

pi-pmts.

Rscord Electrical oontraot
payments J.

AMOS

Major Buillin$ AiditicIns

If Paid by the Building
omd

Pupil Trnmpertaii,'n
Alveriiembt t its for
rntrnct Lettir4

Inetallation .f

Renting, Lighting,
Litton & Electrical Gyri.=1

Coat of Paint, Tile end t-tl.er
Hecorating Mediums

Underwriting Costs Aasonlatad
With floating Bond Issue

Record expenditures for Built-In lockage

the purghnee and instimIlm. Elevators

tion of :Inuit equip -
went if disbursed fros
the building fund '

which is built-in and
n of which

*s aatnistar
proved by the srchitec
firs in'chsrge of oon-

,struction
.

b F.

re.

Movable lquipmeot, Rpcord 'ersenditures for
the.porchidge and inetallaL
tion or equipment Which.'
is Of a movable natere

If disbursed from the

17nildingrnd
.Incliste all equipment

whose Instillation re-
quires no edninistration .

or approval-by the
grohitctural firm in -

_ Sharp of construntilom'
, .

4

169

FM I L-58

Home Econonics.Equipment
Industrial Arta Equipments

SaudoettErhauet Platens

Oil and Greene Racks
Permanot idbrary and Other

Dnok
Scibnce tquipimints

Table,,

Coohtors
Gas Jets

Sinks AL
food &erne* Miuipmsnts.
helm 'fables
Walk-In GoolIrs

' Gook Tope ,
'Counters

, ExhAtet Fans aid ads

Phonographs, Radios and,
Television Pets

Boatmen &location Machines'
Herring 4ines
Stoves 'find Refrigeratork

.Vork Benches +
Power Toole
Phyoical Rios/Alm Apparatus
Scinnce !Dom Apparatus

Desks,.Chairs, Tables, Book-
ehelves and(Pilini Cabinets

Adding *chines
. And RistatiMA Machin"
Lunchroom Pets, Pans and

.

laponroon Milan and
Itiverware

Mot PlaLO

*s

. -

'11

0

/
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MilaaSEMMILASPMEARCEI

InoluiSe only debt Istirrsnt
items ;

limnt df

alma

700 Bond Principal NectordaIl paymentieade'
to nodal agents for the
redemption of out-
itanding bohool district

bonds '

Indidate the date of
lime and certificate

Cof the securities

iknirliquldated

710 Bond Interest Reload all payments made
to fiscal agents for the
interett due on out- ,
standing school disrict

' bonds

Wier nebt-garvios Record all paymentsiade

&penes to fiscal agents for
and redemption
on interiet

A coupons end bond
certificate'. Lein&

lbend ormilion ohahres.

'

Includes only items
purchased for the
central stores

- ».)).) 3. s 3-3 Y.»). ) 71-7 TIP 1,, J. IA) 1.,-)

ACCOent 1
Salk_ Alasi

Record, the fleet of

all items purchased
foe central stores
and carried in tae
warehouse inventory

Ala

-
Purchises

11 2(

11.

A

FM 11-59

Paper
Pencils
Chalk
Tovelopes
Ink
Labels

'Notebooks
Paint
Tape
Tarn

31- )3...) )4-_,..:). ry.)1.-}).:).- 31,--.31,,,,,r -, 5, ..Is, v,,,,--

.s

e =
fey

f

e.
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ale

,

.a

ti

211121..1260211.21LAILL4111=11

Aseount
r Wad

900' ice;s1"riservel.

Includes items which do not
properly identify with any-

other category

pee riatia_-.

Record mileage allinaznaes,
public carrier fees and
other related travel
expenses covering

Waal
smarcaguil travel
bahla the immediate
metropolitan area

902 Convention and ,Retori mileage es,ibikshop Travel public carrier
other related travel-ex -
expenaea covering school

dtntrleL mulaxsaa'
travel WAWA of the
immediate metropolitan

Krea

905 Dues and Member-

ships'

907

)

:11Kpll deed and

ship fees in
authorized administrative'

and educational
organizations

Tuition to Other Record expenditures for

SebooleliStriote tuition io other school
districts or

'administrative units for
ferries* rendered to
pupils ulso rsaidi in the

' paying school district

910 Special seats Record all assooiatei
cOlste of planning and,

chnducting various
hospitality and other
social functions
incurred-by the school
district

a

911 Coniocation Bec-rd c'st of convocations
tocturee and lectures financed by

other thanAkcard FUnds.
This accodNIOnormally ip
221 budgeted

912 t Special.Meels &Cord the non-salary
costa of special male
for banquets, etc.,'
funniahod by the Fond
,Service Dipartent

914 Coffee and Fool, lincerl the cost of coffee
aryl fo,,d to be reimbursed

by Student Activity and
'outside Organizations

a

FM

C

Bmwmgais

All Mileage Reinbursenenls
Parking fees

.

Meal.

Registration and Pther
Fees f.r. Attending Local-

digeremces, rerajnars
other Meetings

All Mileage Reimbursements
Bus and Plane Fares
Hotel not K,tel

icc-medticns
Subsistence Allowances _

Registration k Encllmeni
Fees Fore
Conv.ntione

IlmSerencRe
Workshops
Meetings

a .

Minnesota Sehonl 11,,ard Ass'n

National Cchnol Boar!
Edunntionnl Research ail&

Development Cow -oil

TIES,

SpecialSpecial Education Students
Receiving Instruction in
Other School Districts

Vocational education Students
attending District 297
and/or am, other school
districts.

Must* Clinician'

Useably Speakers
& Beard Isunchooss

Auanla nenqueta

American &lunation Week
College Night. for Parente
Career Day

University of Minnesota
Fs tension or LyCeue Prcgresa

National Honor Day
Special Meeting &Noses

Brooklyn Junior High
eon/Nations



1

SIIMILISSII=11.211LEIZZAWM1

211.110:111 traumas&

memos
Joh Dmmittutiga

9d0 Sobool glactices Rpcord all mete associated
with planning, edvertistag
and conducting school district
elections. Include the coats
of conducting a school bond
election

990 Printing Projects( Record the cost of thorn'

prdjects which are ad -
sinistered and coordinated
by the district-edd
publication services de-
partment for the benefit oft,
'User" Departments

991 Capital Projects Record the cost of those pro- ,Capital rapeaditure Projects
jects which are administered ',Bandied by liaintemasee
and mordinated by the district. Dapareme
wide capital ermesLibare depart.-
most for the benefit ofneer.
nessitamsts

Record disOursement
-transactions which are
:reflected to offset or
'clear" conies - received

into a receipt account.

This account normally is
gat budgeted. This type
of transaction differs
from refUnds in that in
the case of a clearing
'tee, no refund or cor-
rection is being processed

IP

havonay

Printing Ballots

Printing Electies

-",Instructions and Bailees
Election Advertising
Equipment Rental
Contract Labor

' Central Printiagespttent
Rablioatioes
Projects

994 Clearing

995 Gummi Pro-
vlsiohal

?"; Rinmd lamed.

Reticle provisional

(contingency) amount for
the General FUnd. ,(Nor -

molly reclassify budget-
amount, from this account

and record the actuadl ex-
penditure in the correct
account),
.

Record the cancellation of
pert or the whole of-any
specific revenue previously
received., Include therre-

fund of federal grants or
subventions. Include the
refund ef money previously
received.thrcugh error.'
Incllide the refund of

tuitron charges due to
stilsient cancel4Itioc.

This account normally is

02i budgeted

Record items which are
separately identified as
resale at the time of
requisitioning. This

account is normally eat,
Eudgeted since the ex -

'peoditurs will be covered
by some off-totting rivendea
in a receipt account and
the lame is :too difficult
to satielpat.

997 Pcnchased for ,e!

Reaele

R4 I1-61 1.72

Original creation of petty
sash PUnds and/cr

change hinds
Large dollar one-tine

trdnsactioee,which can

occur usually in the
maintenance area

Duplicate payment of an
invoice in errer which
has been reclAslifier to
the clearinglicceunt

Admission coat to theatrical
and other everts

Cooperative programs financed
by another governmental

Senior High

Induetrial Arts
Special Projects

Phrlical Education Uniforms
Instrumental walc
Street and Physical Education

Locks
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. REQUI RED READ I NG

Midget Planning

4"

*
DEVELOPMENT 4

(

f 4

1

School budgets are forTyated on the basis of past experience
and projections of future needs. Recent trends involve teachets,
custodians, clerki and other personnel who are called upon to provide
information upon which budget decisions may be based. At each level

the budgetary requests are received and` coordinated into an integrated
package which reflects the goals and objectives of the sc'ool district.

There are ,two aspects of budget developmgnt: the maintenance-bpdget
and the developmental budget. The maintenance budget focuses its
attention on continuing the existing program and providing those
traditional human, and material resources which arejleeded to

,.,_:,,_______contirne_the_prog.tfip:at the, estafilished_leyel of operation. The

developmental idget refers to tWe financial allocations provided
to support new programs .

The central office holds many responsibilities. Throughout the

'4= year staff members responsible for assembling the budget must be
gathering information for use in constructing the budget. They

rust keep foQus of the total program and -broad goals established
for the schOols and assure that the activities constitute an.organized

.

and coordinatedApproach toward the desired educational ptogram.

1

Many laOge school districts use decentralized met oda in budget

development. Each building principal i§ called upO'n o develop the
, ,

complete budget for the operation of his building. e decentrarized

approach to budget 'development rqsults ina delegatip of responsibility
on the part of the central administration. '

*Jordan, K.F. School business administration. The Ronald Press Co.,

1969. (Summary) -/

. r FM 1.1%0,3



Budget Planning

1

a

013ERAT1tiG BUDGET - -1975 -1976
I

Independent School District No. '000

Section No.

100 Introductory Letter

200 Budget Information

201 Budget Calendar

General Instructions 6n the Operating Budget

Instructions on the Completion of the 1974-75

Expenditure Budget Worksheet Form

Instructions on the Review, Approval, an Distribution

of the Expenditure Budget Worksheet Fo

R-!.quisition Information

Requisition Calendar

Explanation of the Requisition- Calendar

Guide for Classification of Disbursement Transactions

Distinguishing Between Sylpplies and Equipment

Distinguishing Between Building General Supplies and

Departmental InstructionaA Materials

Distinguishing Between'Expendable Workbooks and

Non-Expendable Wprkbooks

Distinguishing between Sites, Buildings and Equipment

Distinguishing Between Repair and Maifitenance,and

Capital Expenditure Improvements

Distinguishing Between Replacemeit of Equipment ,and

Equipment
FM. Ti-q .1 .7 4

tt.



SECTION 100

100 nEMMELLEI'M

December 10, 1974

TO s SCROOL-MFF

SUBJECT: BUDGET MATERIAL 4-

The purpose of the accompanying material is to help you participate effectively.

in the preparation,of the 1975-76 budget.

Some minor changes in the budgeting process have been made this year as a.

result ,of suggestions made by those who participated last year. We have

attempted to supply you with more of the basic information you will need.

We
4
hope we have clarified budgeting responsibility for certain it that

caused some concern last year.

The entire budget Prvedure is dependent on people sitting down and discussing

needs in rifiti'dn V311401telmatlabt1ity:Pace to face exchange is the only

way this budgeting process can work well.

fa_

5p
.

RI 11-66



SECTION 200

200 100121MARTIE

201 BUDGET CALENDAR

1X75 -76 Operating Budget

Smote a=

1. ThagigetAtzdal forwarded by Business-Affairs Office to
appropriate Administrator for distribution
to Principals and Department Heads

2. Determine Allocationa for following areas:

- Salaries and Wages (100 objec-s)
- Supplies and Materials (300 6bjects)
- Contract Services (140 objects)

Capital Expenditures (500objects) .

- Other Expense (900 objects)

3. iludgat-__Nnuesta

a. Departments or Programs
Prepared by Principal) .

Date Due in Respective Office:

- Pyramid Director
- Assistant Superintendent

- Director of Administration

- Business Affairs

b. Departments or Programi
Igati"ared.ey-Department.ilead)--

Date Due in Respective Office: -.

4

t

,

- Assistant Superintendent ''''(Instructional Service Programs)

- Director of Administration (Administrative Service Programs)
- Business Affairs

Present gagtel_Exprnalti.
To Board of Education

S.

6.

Superintendent's Review
e

a. Review and Discussion of'Preliminary Operating,
Budget with Administrative Staff

b. Make Final RevisiOns to Preliminary Operating Budget

a. Budget Documentirled to Board

b. Presentation and Review

Special Budget Discussion Meeting

d. Board Apprmfal

7 6

Week of
Decembpr 16th_

Week of
December 16th

February 3
February14
February 28
Marth 14

March 3
March 14
March 28

April 2

April 16

Apriii 30

Nay 21

May 28

June 11

July .2

I



t

20Tt---uniuz. _riSTRUMONS ON lit °poem-BUDGET

.4

1. Capital Expenditure Requests

a. Requisitions- tor initial or additional equipment and reqmisitiona
.for replacement equiptent 03.1LaccainanyuurjaudgeLfzm.
Requisitions based onneed, n historical costs are.thesbasis for
your budget requireme_nts. Place Bach tygesof item and its accost, -
ories on a separate,General Requisition Form No.. FU 101.

The total dollars requisitioned for capital expenditure!' should
agree with the,bUdget amount requested on your budget form,
(Replacement equipment requisitimna must be earmarked asp
"Replacement")._Any justified unforseen nreds shall be budgeted
by the appropiiate Director and reallobated to the user depeatsient
when the need arises. .

et allocations forcapitil-expenditure requests including
replacement-of,equipnent specific amounts of dollars,have been
-assigned to the Assistant Superintendent'and Directors. The
allocations of these assigned dollars toindividUal buildings and
district-wide departments is the responsibility of the appropriate .
central office administrator. The administrator will discuss and
jUstifY the allocations with the departments involved! .Department
equipment allocations within a building should hot normally be,made
by the Principal since items should be reviewed cat -the basis of need.

-_The Purchasing DepartMent will be furnishing a Reference guide
outlining prices and descriptions of atanaari slimly and mimed"
items in the'near future.

b. Site and Building Improvements

(1) These items are only budgeted by central maintenance and
-capital project departments.

(2) --/Long range improvement *ems have previously been tequested
and have been placed ona separate list and ranked by priority.

. (Maintenance,Maintenance surveys are being conducted periodically in anseffort
to consolidate the dilibtricts-metts and to improve coordinatioill,..'

Do not request any long -;ange movement items at this time.
Leg-range improieient items are* derfiqed as any single project
coating in excess of $1,000.00.4

(3) The major problems connected with site and
building inprpveients are:

(a), Identifying capital expenditure lialiroaseg,ts.
&Kaiak No. which distinguishes SINOVeen repgir and
maintenance, and capital-expenditurapimprovements.

- All of the requests are sent to the'Ctordingtor
of Administrdtive Services who will accumulate them into

. his budget. ThwHead Custodian and Pri ncipal must work
s\ closely in this area to assure that all requests are .

-submitted without duplications, etc. Please contact the
Coordinator of Administrative Services if you are unable
to determine the proper classification of'an item.

(b) Prieing the requisition - if you are unable to estimate a
price, contactthe Coordinator of Administrative Services.
It is important that your request indicate any necessary)

;W.A.)
*.

';
11I 11-68



6:4 'Audio visual processed materials and professional libraructsrials - must
be ordered thropgh your buillihg resburce center. (These items are budgeted

under your building'resourcecentr.)

7. Salarieb all accounts numbered 100-199 rearesent salary accounts.
Important, =any salary accounts appearing,off your budget form will be

v a o mi. e -Building

2. Include goer estimated requirements for only thong accounts pre-printed

on your budget form.

3.

Facception - If you have need for a new account yith'an estimated

o

annual,budget of 4100.001
as to the nature of the
more in_a specific area,

explandt
iteOPC1Ong with the dollars needed on yoUr budget
fo*Mi" (ie. Rental of Equipment). (If the first-time
need'is Zed thaa, 1100.00, include the'amount with
closely related line item which was'budgeted in the
prior year.) These needs are an integral paft of.the
&Mounts which have been allocated, **

A complete description of each disbursement account 13 contained in
the Manual of InstruCtions for Uniform Financial Accounting, Section 5.

*icing -.normally usecurrent list prices in determining your budget

needs.

4. Itinerant Personnel - specialized needs for program arec which do not
have a depaitmental person responsible in each building will be combined
into one budget and administered centrally for all items except general
supplies,,text materials, and audio 1 materials which are handled
through the applicable individual build accounts. (i.e. elementary

physical education, instruaental music, yocal"music;_ eilementarysand

pecondary speech correction; and health strvicesj

.Explanation to substatate your estimated needs should be documented

as follows:

a. Capital expenditure requests - _explain on yoUr requinition form.

b. All other line item significa er student cost changes as compared

to priori years' per student costs .6 justify on the separate "Operating
Budget EXplanapon Form". (Explain all needs as fully as deemed
appropriate within the circumstances.)

3..

-TrihstruCtional, depdftmenItttaffing needs areestablished by:the-Prin-cipals,
Directors, ail the Assistant Superintendent. District -.ride department

staffing needs are established by the department head and his central

office administrator.
4

8. Special .14meation - this area will be budgeted by special programs for
Educable Aetarded,Speclial Learning Disabilities, Hearing Impaired,
Visually Hgn4icapped, etch These programs are normally budgeted on a

central baks.
-

149. Auaio Visual .Repairs - budgeted by the district-wide coordinatorla office.

10. Nederal'Flanced Programs:

8.S.E.A. Titre'I,II,III; Adult Basic - these programs are budgeted by,.

project directors. I,

1

1 -
0

FM II -69',
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13. Tilenhore Biltio,pt .4. TIES Coordinator', apd the Coordinator of Administrative

- ,1 Urvicts are'responsible for submitting budgets to cover telephone needs
4. ''' in the district* 4, 0 P 4.

A

Z
e . e. '

oordinator budt should:coxer all data phones directly related
-to d- prOiessing.

. .

-.

-.D e Utilities-- Insui-a ce Budget-in Department 861 prepared by the ,
,,

A 7 -ChordiAttor of Adminis save rvices should cover ail other teleplone'neels.*
.

Bend requisitions fora4lItelephOne changes to the appraprlate :person
autlineiLebote. Requisition should include twelve month ahrgee.for the
leervice'plusthe onetime installation cost. at. ,

'RP
x.P41Lt. IiillithUipment and F.E.A. kuipm#int - thesvpaidally reimbursable

N dolipment items are trudthred .centraly. The estimated lull matching on NDtA
Of appraxim y 45% of the tai grant smikthe.estimate0'1=1 matching
VIA of-App tely 60% of e total' grant,' should be dtdupted from locar
ies4drces available for pment allocations: -,

. Requisitions approved under*NDEAvIII should be coded t6 605-650-003-540 ,

,Requisitions approved Fnder YEA:Equippent shoUld be caaed to 005-602-009-540

11e Vocational Categorical Aid programp. :
4,..1, i.

. . .
. -.,

Allyocationatreimbursable items are budgeted by.Proaram at the building
level except_ forTravel and Equipment which are budgeted centrally under the.
Vocational Coordinators ' i

.. .

12. New programsp mbat suppliy iequisitiOns related to` Herr programs with
your budget. These reques ts shmild be markdR "'New Program" to Insure
that they are aot order% prlorto the decision to approv he new program:e

41460

.*

older
, 4;0 -

0

/

p

. : ' . ..
. . 111 .

-14.TelitboOks ehouldbe.hulgeted ;hy sdbjedt area and/or grade level. .

,

. ,

203 INSTIWC ONS of THE ofmFLETION OF THE 1S75-7& EXPEWURE BUDGET WORKSHEET.
.... .

./

. Birect,yourquestions t o'yOir immediate Adminiptator's Office.

Olrepere with bei:Fint pei. Press hard so that all four copies
legible.. . -

3. Informatiorta be ,completed. for the 1915 -76 school /var. 4

. V ,
ii.'Alloaitios TWeess,--attached is a ghee aitAning your enronmetit

I r.',. fijuris i'pd al/oqation; based on per stUdentAbsts. . _

V )elated Coenta -,° . - I, , _ 6
-.Par student Caste hade little.relitipnehip to nee or capital

outlay and repladement equipment items. The budget amount fob . .

*

these items ihoulebe basegeon need and supported by requisitioni.

*:..1/1k:Statidara aaSt atigeation figures should not be ehangedliihOUt
.. 1

s 14.1.or alIVOvel of theapproptiate central offigaldministratoe.,
. 2

14. 'Indicate: your 1975-76 need! in' the '"Next tears Prelimiiery Budget,' dolUmn.
x/ -

.
.. .

,,....,,-.

IIP

. 4.

6. Foot the "Neve Teart.Prbilii.Btiliet" column, sign, date, and forward
all four} copies intact 16 yaitirtimbediate Administrator on 'or before - .1"."\

the applicable-date. .
. ,

- ,

'IP
,.. ,

are

5. ,Lea lathe "Next Year Revised %" and "Levy Budget", columns blank..
'

v.

. :. . -1 ffP
...s.

.
.....

FM fl70
r..,



0

4

Building Department - February 3

%INC
District InetructicharSex4ices-Dep' artmeni - March I

.

District Administratiie :Sery ceI Department - MEtreh-14
.

204' INSTRUCTIONS OM THE REVIEW, APPROVAL.. AND D SiRIBUTION OF 111E EXPENDITUhE
T.,

pUDGET-WOBKSHEET REPORT . .,.

n .

_

r
Yr

1..Facf-to-face arecussioaletweeniie person submittZA; and the person .

revie4pg ;budget'reques6' is a vital part of the budgeting proqesa. Euch,
Principhl, DiStrict-Wide Coordinator, DirectoP, Assistant

*Superintendent - has an obligation to understand fully-all aspects of
each request he approves. The reviewer must communiOlite any revisions

- to the adbust requested and the reason for the'revisionswtor the person
from whom he received the request. To facilitate comnunication, space
is provided at-the bottom of the budget forms for r:eviewer's'c,,mments.

. Additional comment sheds may be attached to the budget forms by the
reviewer: .

.
e

.1110110.'

201* rH.STRUCfIONS.ON.THE REVIEW; APPROV4 AND DISTRIBUTION br.THi EXPENDIT*
BUDGET -WO EEMEET REPORT (continued)

2. 'Indicating Re;J'ewerlainkls on the' budget worksheet forrei L,

I.

(1) Tudget°Amdunt approved by Pyramid Director and Budget Amount.
aPProIed.by 'Assistant Superintendent gz Director of,Administrati6h..
- indicate the'total requirements in the !Treiiminary

, Budget" 5.olumn 1,1 from the origi'nator's request.
.-Draw a single Ana through the amount being'revisedand

should ihdicate`their Sri i.3 alongsiae any revised budget .-111.,r

enter the new figure immediately below:, The reviewer

amounts.' (E2 lIotatiork is necessary if reviewer aghes with.
the amount reguested.) a '= ,

Indicate your comments in the space provided at the bottom off''
the form; eign enndate in the space.proided on thettop.of the

6 form.

.

.

(2)

. . ..

. Distributiozi of theFormS'

..t

-a, gpildno Department Budgets.,
. /77'

, V ill

(1)' F81lowing the'Pyradii Director's reviet with the Principal,'
' 01 fur (71pic of the budget fprm are routed intact to the j-

Xisistret' Supf4rintendbnt, by FeDnia-ri 3 i.th.

(2) Following thg Assistant Superintendent's - review with the
Director, the Princi 1 is given the bottom copy, the

. Assistant SuAri tis copy is retained', indthe,t99...
two copies are ro the Director of Aaministratron by

, ..,'EtiZtaZX:2214. .. -12,

.

'
.

District -vide lazt-rtatiiinpl 3erv4 DepartOnt Budgets:A when review
s'coMplet.ed 11-,) the Assistant' ,fintendent, the District Department
Head is given the. bottom copy,A, e iss ttant Superintendent ietainso
fan copy, and'the tortwo copies are r ted t the Director of. ,

Administration by 111:111(1h.. RRR
.

..,

11.C.

.. . ,

II 0 .1/

. -1111i, ;

it

.
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c'" 301 REQUISITION CALENDAR
1975 -WI

category'

1. Physical Education And
Athletic Supplies .

Date due in respectie office:
Principal,
Business, Affairs.

2. Printed 'Forms /
Date due in.respective office:

Principal
.-.Publipstions

SECTION 300

300 REQUISITION INFORMATION

'3. Art Supplies
DAte due"in respective office:
- Principal'

Business AfW4's

4. Science Sup'plies .
Date due in respecilve offi,ce:

- Principal,

-.Business_Aaalu. _

Magsiines End PeriMfcan
Date due in respective office: .

- Principal
- Business Affairs

7

s

It

6. Textooks,'Workbookt, and
Twit Booklets .

Pate due in respective office:
- Principal - ,

-.Business Affairs --

7.111k1k=tA-i^4 Teachers' Materials'

and Department:al Materials
Alta due -in respective cffic:e:

- Principal April 11

'W. 421

Due Dates

February 3

February 14

ebruayy 3

rut'Srl

rebruiry 14
Kobruary 28,

'February, 21

March _7

March 7
March,21

March*/
March 21

- Budiness Affairs

Method of Reouiwitl6ning

11.

B11-401' General Requisition

*
PP-101 General Requisition

t.

PU-101.0eners1 Tequisiflon

PU-10,1 General 'Requisition

PU-101 Generalkquisition

PU-101 General Requisition.

4:.

P15-101 itl' Requisition

8. Secoliria/^i Teachers' Materials .

and"-Peartmental 'Materials (7n111,Aea alfziall-i,dasCdeparthent

Date due in reipflAive office: .

- ,Principal' * t April 18

- BUsiness Affair... 4 May 9
-,

.

9; Library Books, Library Supplies,
i', 'and Audio riswq Svpplies

-.Datedue:kin respective office:

Principal
- Rosiness Affeiri
Centre Processing

(Library nooks)

V.
i 4.

May 9
May , 23

May 23.

supplies)*

t

PU-101 General' Requisition
1114

1/1"7

PU-1'01 LAlab Multiple

order Fort for books)

t



r

9tteary Due Datea Method of Reeiljejele4ng,

Rebinding e Lebrery Book

and Textbook
Date due it respective offecet

Principal
.--=Beeiness Affairs

Related Comeeni:.

May 3C)

June , 6
PO-101 General Requisitien

.

Enuipmeet Requisitioos sheen accompany your budget form..

302 EXPLANATION OP TIT; REZUISITIONt CALENDAR

.192.5Mr1

411

A. *Mowing is a brief description of each category of requisitions included
on the requisition calendar:

e WY

1. " " '121Li a 11 .4 L Fell g a*/ rater A tis represents,
athletic uniferms, ealls,.bats, etc used in Phy Si and Athletics. .

2e, Pleated Fee= - represents all printed forms to be printel by the
Publication Department. Attach aesample of each..fcrn being requested.

3., Art Sappilee e.represents allikeneral use art supply items.

4. 'Cieeice Seenlie- - represents chemicals, laberatory glassware and .

supplies. Specify date wa?ted on orders for preserved or live srectnees

5. ikageeinee and rerjyr, - includes all megezinee and periodical
requests for library as well as other departments.

1p ' : only chose test booklets which
sure to indicate the editionec,py-
. .

. _

are ordered with speeietp.books
right andgraielevel.

ee 8. 'Teeehes,ga. Materialeid.Deuartmenta Materiniel.: represents all materials

and lies not If genpral use adhere. Incleded are gym unif;rms,

looks, aed any Cher hatereals noreallyeseediated with only one or two

:.elepartments. Library and audio visual items'are covered under:a separate
ee

categary belowe

4. .. t f '
_

4'

a. Litjrary booker' aed cupplits .- tecludeellboke, professedhall.teary
;---i

materials, and other supply items. '' :
. A,

i'-*

. . .
, i

b. Audio visual supplies - Includes general use Splupy items used"ine .
alljelTdiegs. Thee° items-ere requisitioned by each building and i

purdbased centrally. Filmstrips, etc. shoull be_eeed.ceee through,
central audio elenal. . . e*

10.* Meeeele.--keeezeVeZekeeedebseeke:'*eisition should indicate-
quantity -to be rebeend. eeeks ,should' be ,held in the school receiving

area awaiting pick -upby bindery., .(Seed requisitions only tepuiehasing.4

1/06
Requisitien epprral Process. Reqeisetions_neempally elew from the individuae

teacher to hiseeearttent -_,heerman, to Wilding peinzipal, to Weinese affainc.
it 1

'Ie..
1; All instreetionaIerequisitieee require the signature ef5the Buildine,

Peendtpel. (PrefOssional books and library beeks'shoeld normally be
requested by the Reseurce center through eenti-alizee F.rocabaing ih order

-i '
that they can,be properly )decataloge. .

'A t '

0

0

e.



C.

. , , A

: To'facilitati the administrative review fUnctionsaa it'specificalLf
.

isletss to instructional need, thefollowtng typal' of requests will
also require thi,dignature of the Pyramid Director:

. . . .

. Capital:ExpenetUresjdatildinvEsplacement of Equipment
...'' New PrOgrats or Progrmm'Ohtnges

! t.......

'47 All Travel . ,

. 1. iv

.,Gifts and DonstIonS FromjutsidelOrganizations or Student
Activitidq,,and Mbhies Used to Subsidizean Educational Program.

(Mete also.' require Board approval.)

9%," 11.

Rovishigont for pariodicale.are tb cover, the current school year only.

The reillast should indicate ,the er 4 ap211,2 the-subscrIptiou is to

cover. (i.e.,.9 months, 12 ionthe

D. Requisitions for Lacv.expndableworkbooks should be "flagged" so thatipley

will be charged to the'build4g:xt account. (See Section No. 403 for" .

a definitibn of.non-leihTendable kbooks.1
,

.

E. Iteda abailahle from the DistrictWarehouse do not have to be'requested
gccording to the above calendar.. It is Itaggested allkt.7yarehotaeitam's be.

ordered in logical groupings periOdiaally'durtIg the year qs,they are I

needed. Please Eark.the special warehouse reqUisitions clearly with tfie

budget year. .

400 GUIDE FOR CLASSIFIGATION OP DISBURSEMENT TRANSACTIOW.h

. f

The loaSuing svb1=ts:define and illustrate yarioua t
?

bursement transactions in at attempt tiraCilitate the

ypes of.dis7

pro'pe'r,

Misissificatloa

..

iture items.

401 DIEMligrnira44EUZM
'

WILLUallare. articles which are Igneumad in current use or articles

with a relatively short,reertice life and small unit cost which are

frequently replaced withoUt addition tethe vtlue of thp physical

properties orthe schgcrdistrict.

80pplieigeniral/i.may be considered as belonging to ane of the fol

greips:

I

9

4



4

1. .Artioles that are 'strayed Wrn-i;idor that are

gradually c pin used.

ilicamples: Ph penoila, chilk cleaners

2. Articlee have a relatively 'abort service life

ardraequent replacements.

. ame0as: Broomer mops, brushes, rubber stamps. light
bUlbs 4

o

.
r- ' 3. Articles frequently brakes in oreinary,use and small

, ,.... '44 _,_,___- ,,,_ *. '
. . :ittiolee that mm0 ?, replaced arequentLy.

Examples:. Teat tubes,,tbudb tacka1 keys, paper

.
,

°Up, hies

4

4

4. Article; which do'not belong to any one of the three

preceding classes, but whichbaVe e Den= ca

12,1,22 ga Um 'pal have a -normal useful life of

3 amixsu2s1iutila.

rgazi;14i: screYdri_Yews, plibre, vilzhes;'hammers, frying
4 pans, =ea mixers, spec <ied instructional-

item too inexpensive and too nondurable to
treat as equipment - commonly used in science,
pbysicsOd.ology, home economics -phynical.
education areas,-, lodhs, 21010433212LAzatzuragggAi
atop watches,, field hockey.sticks, physical

ihrlucation and athletic uniforms, safety glasses, .

-1104k-top accessoryl.teem4 kits commit used _

in science program, etc.

4011 1 Mink BEUT32._..

) 1 '

Et=a- those atti:lit of physical peopert.i-having a Fairly per-

4

net natki4o er timnbuildingsland lind,'wiiich add to tbephysicaf

IIPprbperties of t hoolodistriot.*

4- .

. .
,

AIT'artidles.that have a permanent uaeidness.over recnsiderabli
.

peribd of time and el.. not consumed or destroyed in use, or articles'
i

Which add'iOthe value of the senor,' diatriCt'aPhymicalprop9ges,
.

.. ', - , .

*Wald be clatsified as equipment._ I . ,

I '

e.

,

'te



. ,

." \
Am equipment nein normally has a Mal omit of 1126.001ml= Aga a

nivehillife of ihzharLarripmet.

Ikaiples: .A movie or slide projector, encyclopedias,

large globesi3sizge maps cameras, lawn movers,

band uniforms, klindergarten furniture.in-

eluding staves ant'refidgerators, headsets,
t..

-junction boxes, music.atande, musical instrument
and'endio,iisual equiPmeit nags& playrsund

0 equipment,

462 , lannonsalnirrwini Burrpm damn SUPPLIES Ale
MAAlleNTAL INSTRUCTIONAL MATE RI)

/

MILDING.GENERAL SUPPLIES.- are - .ply of a general uSe Lure

which may:be budgeted and acc ted for on a jaillaing...innW2mis. This

type item is normally uped in several different instructional areas and

usually available from the district warehoUse.;.

t7

Ecamplei: 'Paper -artiCies Such as:. OupliCitor and
1 mimeograph paper, drawing paper, file

folders, eonatrucgon paper, eh/elopes;
scratch pads, wrapping paper, writing
paper, etc.

-General_ supply items such as!-:Cbalki
clay ciayons, cleaners, compasses, prasers,
felt markers,,glus,tape, pins, stencils,
carbons, paper fasteners, peneils,xubber
bands, rulers, tape; staples, paint, rte.

General supplies obtained by theAmi aqd
Business EdUnation departments sho41A de
-budgeted by individual subject area and
therefore treated as Departmental Instruc-

tional Materials.

It,in suggested* that,General Supplies used
in other subject areas and grade level
programs normally-be budgeted and accounted
for-lithin the.rrincipalts Department. tov...,

ever,'at.the Principalladieoretion these
items me be incorporated into the individ-

ual 'id the building and treated
as Departtental Instructional Material:.

/4 11-76 .



DEPARTMENTAL INSTRUCTIONAL mixwAL3 specialised supply item, pigNof`e,

mineral use nature but rather used at the del:Art*1mA level and Ars budgeted and

accounted f ot on .a durrtmant*, lavel bRala This type item 'is normally

used in only one or a few instructional subject areas.

..F;6ples: Sciatica test tubes, beakers, home economio
towels, 11 dollar value industrial art',
tools,- ble math workbloks, etc.

". 403 DISTIL-US/1M BETWEEN EXPENDABLE WORRiOdtS .AND
NON-EXPENDABLE WORKBOOK4

44

A

'MENDABLE WORKBOOKS (Budgeted and :ccountedlor as LustEuatimal

Materials)- consists of all thosematentifs normally consumed, in the

year receiled. These materialsmhy be eit her used in lieu of a basic

or used as a sup plement to the basic text.

NON -EC ENDABIE WORKBOOKS (Budgeted and accounted for as Textbook

Materials)- consists cf. all those materials serting the same purpose

as the basic tee and which have a useful life aPproiimatihglitbat of

the basic tent.

404 PIMNGUISHING BETWEEN SITES.sheltURGS.
' AND EQUIPMT_ 1 yN

. .

40

SITES consist ofall iteas directly related iO the grounds and not

forming an integral Pak Inmluded O'sites are grading,
s. .

landscaping,, seeding and plintincof shrubh and treeek, sideeallks;.raod-

way', retaining walls, fericesim.l.rfa'cing of parking lots and athletic

fields, flag poles, digging of well, water hook.:up'and drain ,fields butside

the confines of the building, ,etc.'

F11.1I-7 7

a

et
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e

tt,

1

L-

mama - consist of all .items directly a paki of the building, .and

include items which are permanently aff ed to, and therefore form an
,

integral pert oft9e building. Included as buildings are,heating and

related "Al storage tanks, air conditioning,. ventilating electridal,

plumbing, fire protection and other building service systems; balt -in

equipment cmsmoeto home economics, science and indutitrial arts areas;

carpeting, draperies, etct.'

1NOIghEMI - consists of all items Scull as fUrniturei machinery and

vehicles vhicll are ma, intergral Arts- of the building. Included as

equipaent.are machines temporarily affixed to the building by. bolts
P

such aJdrill presses, lathes, physical education equipert playground

equipment, etc.

1---

I

arywum REPAIR AM mAnrra!Ancl
Alp CAPITAL EKPENDPVEZ IM PROVEN TS

MAIN AND MAINTENANCE caplets of those activities concerned with

keeping school distrilit sites, buildings and equipment at their original -

condition of completeness or efficiency. Included are expenditures ;for

repair of Berrie, eisiems and other built-in equipsOht.L Expenditures

for fepaire'of.building.structures which do not clearly increase the value

of existing facilities are properly chargeable to the replar and

maintenance'accounts.

J

IP

OnTAL WINDITURE IMPROVEMENTS - consisti of Initial or edditiethl Ate

9r agaiLuxqxpenditures which are of etch magnitude ae,to be properly
v

handled as a capital expenditure item. As a geheriul guid, if changes of

partitions, roof structure, or walls are ng0 involved, the expenditure is

recorded as a repair.:and mainteriancSitem, If suehOhanges axe involved,

the vmponditurole.chargelto capital empemititure account. Mafbr repair

%

projeetio which clearly increase the value `of a site or. extend the USefUl

4*(t FM 1-1-78

I
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A

life'of the building may be treated.as a capital expenditure

hiproveintc

To be properly classified as either a site or building improvement item

under. eapitalexpenditure, an item must have a 'cost of at least' $500.00 and

a u seful life ofa least 20 years. Examples of major repairs which may

properly be handled ae a eapital expenditure item include:

n.

Replacement of Ventian Blinds
- Replacement of Lockers
- Epoxy Painting
- Parking Lot Seal-Cote and Blacktop Overlays

- Replacement of Large Air Conditioning Compressors
. .

iv%

496 PJST17GUISHING 'BETWEEN REPLACEMENT OF IMITIFMENT

AND.,EQUIPMENT

REPLACEMENT OF

-

EQUIPMENT - conaiste of all piece-forpiepe replacement

of equipment. piece-for-piece replacement is meant the replacement

of a complete unit of equipment by another complete unit of equipment

serving the same purpose. The ;purpose and not the cost of -the new'

it im relation to the old item is the ittermining factor in the

proper bandAing of nn item.

,

MRJAPMENT - consiets'of expenditui.es Which r t in the jt4tja1 or Raitiittonal-
_

)
t

1

. inquisition of equipment items.

4$

iSS
FM 11-7%
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moor, EXPLANATION Paw

. Instructions:
1., Use typewriter or print with bail point pen.

2. Explain Specifics by relating tweeds to TOUGPraitrial.

LOCATION ocANTMEAIT 3. Routing of des form erne se budget mimeo form.

CHIJECT
NLIIIAS R _ABJECT DESCRIPTION E %PLANATION

mob-

Reviewer's Comments:

ti

UPON APPROVAL dotttlt.ofo 40O11

rRrs..m vol... to Do ociOr if ReInteAotrotoo
PM* fIsifooff by 641;104.114444104 Apo. aofrot Sodom

010Pw .,on h Or.rnalem
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LOCATION

IR

wow EXPLANATION FORM

DEPARTMENT

A

Instructions:
1. Use typewrite or print with ball point pen.'"

2. Explain specifics by relating needs to your grogram.,

3. Routing of this formasame "% budget estimate f'orm.

ME C/
NUMeill .

-`4.

08 ACT DESCRIPTION EXPLANATION _

-- . -- .# .

I- - .
. .

o 1. i
*

.

.
/ .

I1 .
1#.

41....

.

1 , . . i
e

_

# ,
44

4'

.

,......

S

.
.

- 1 . .

.

. .

_ . . I

it

.. .

. -

.
. '

.
.

0

._
.

N r . .
.

I

'4'
lit .

. .

.-.. .....

? a
.

%

c'.

.

N

1 .
-

;

I ._.
-`t .

.

Riviewerlrikidiments.

/".

t/IPON APPROVAL #st.o... town

Whits orra Y110.1 TO 01141001 01 ArireftnftttoOrt
Piab f40001 Yy Aehnolifre0f A00{0....011,41941
041/0000 1111.0. to Cinynalo._
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LOCATION
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wow EXPLANATION FORM

DEPARTMENT

A

Instructions:
1. Use typewrite or print with ball point pen.'"

2. Explain specifics by relating needs to your grogram.,

3. Routing of this formasame "% budget estimate f'orm.

ME C/
NUMeill .

-`4.

08 ACT DESCRIPTION EXPLANATION _

-- . -- .# .

I- - .
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o 1. i
*

.

.
/ .
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1#.
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e
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N r . .
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I
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lit .
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t/IPON APPROVAL #st.o... town

Whits orra Y110.1 TO 01141001 01 ArireftnftttoOrt
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REPORT NO. 535-

-

DEPARTMENTA4 EXPENDITURE BUDGET WORKSHEET - July 1975 -June 1976

DEPARTMENT . . . 642 SPECIAL EDUCATION
ORG. UNIT . . . 005 . . . . DISTRICT - WIDE

POURCE- 153 SPEECH HANDICAPPED

DATE 12/12/74 PACE 257_

pIGINATORS SIGNATURE DATE SUBMITTED
PRINCIPAL'S SIGNATURE DATE REVIEWED .

CENTRAL ADMIN SIGNATURE DATE APPROVED
.. ..

LAST YEAR YEAR-TO-DATE THIS YEARS NEXT YEARS
pBJECT DESCRIPTION ACTUAL I TOTAL CHAWES BUDGET PRELIM BUDGET COMMENT

106

114

150

300

320

331

462

530

540

INST CONSULT & COORD

CERTIFIED CLASSROOM

TUTORING & HOMEBOUND

TEXTBOOKS& REPAIR

AUDIO-VISUAL:ZENERAL-

INSTR MATERIALS

CONTRACT REPAIR-EQPT

REPLACEMENT EQUIP

EQUIPMENT

4,031 12,000
t

19,979 63,000

150 500

625 750

200

782 1,200

300

685

25 350

a

192 193



4

'REWIRED READING

Budget Planning

4

-

PROGRAM AND PINANCIAL /MORMAT/ON

SPECIAL SCHOOL- )10' STRICT 000
CURRENT BUDGET;

SPECIAL EDUCATION - SCHOMI4V4ITRATION

MOAN ARM'

/

tli-SCHOOL 12

PROGRA SCOPE

STATEMENT 6F' GOALS A OBJEC4 IVES
.

Prov:Ilspecianud aJoinistrative sup, rt and techniSalArupardsion to tenants Inl,auxiliary

spcCiai station staff, and provids tlncral pregroiq ity control twits day teilay special

services offered.

7:10GTA.M OAJECT2VES:

1. Sccuri necessary ems al, and supplies or ,outgoing program

2. Insdre,chas appropriate intake and sanagoaent motivittee-aredreloped and involvary
lying teans

.onitor and/or/direct staff dev opulent and siltation propos

Carry oucisPprOpriate evAius vithin the special station

,S. Coorsonicste program pa, p ti and comunity
.

6, Devslop and plan new ogramv 14 concert 4ith tpssial 2ducation Division and scats policy

NANO I A I (FORMATION

DIPSCT ALWCASDI,

FM.1178
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REQUIRED READING

Budget Planning

5'

PROGRAM ORIENTED BUDGETING AND ACCOUNTING
SYSTEM FOR MINNESOTA SCHOOL DISTRICTS (POBAS)*

POBAS reflects both the educational and administrative objectives

of aschool district. This contrasts with the present system,
"Performance-Budgeting," which works merely to-assess the work
efficiency of broad administrative and management functions. In a

FICUS there is no longer the conventional accounting phIkosophy of
recording expenditures against just the expenses categories, but
a more comprehensive Method that allows recording and reporting of
multiple dimensions of information.-

With rising costs, with an increased demand by the public for
more services for the expended dollar, with --a midly.increasing
population and the resultant need for large capital outlays, the-
district adminiatators and school boards are 'suddenly being pressured
for good, detailed,financial-planning and a way to measure results ,

against theiecplans. The POBASHallows planning at multiple levels.

Using this system it:is possible to plan for several years and
retain financial data from previous years.

POBAS is the "vehiCle"for wprkin& towards the planning, programming,
budgeting system (PPES). PPBSconsists bf the following:

. Planning. Devapment of thehroad goals and objectives relative
to each program.

Programming. Developient of methods which when implemented will I
achieve the.district's plans.
, BUdgettag. Relating prograts,to resources. POEAS now proVides

the capability of'convertirig competing programs within a district
into the dollars necessary is implement the programs.

* -444 / 4

Pro ram-oriented bud etift and accountin: s stem for Minftesot sch3b1

,districts. St. Paul:-Minnesota State Department of Educa ion,

1971% (Summary) .

a
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Interpretation of expenditures and receipts as

they relate to budgets and as they might affect Progrants.

Reporting. Performance of the budgeting and accounting functidn

and interpretation of data. -

Evaluating. Determine whether the programs achieves their desired

results.

Items 3; 4, and 5 above and pOBAS'functions.

Several mahagement,and'organizational decisions should be .

'resolved prior to embarking on the p9BAS system: degree of budget

deeentralifation, role of district coordinators and consultants and

budget responsibilities.
4

To build the budget involves the financial department to guide

in understanding, and disseminating the financial needs of a school

district, departmental heads to determine those budget items that

will effect their programs, and the district superintendent and

school board to make sound budget decisiohs based on adequate

information.

Since the budget is the basic financiaPPlan of the school
district, the system must be able to indicate how well the plan is

being folloWed. As wits all plins,, we can realistically expect that

in some areas, the actual experiditures will exceed the plan. Conse-

quently, the system must be geared to.reportwhen a portion of a

budget is approaching its allocated dollars. In this way, the

financial department will be able to evaluate the impact that over-

spehding in one area may haveign the entire department, school,

or district.
.

Izothe POBAS,,a coding system is used throughout: The following'

are the normal codin:cdimensionstised within the system:

Organizational unit. Identifies the level that its department

is involved in. t 4
Department. Identifies the area under a single administrative head.

Source/course[projectr.For those expenditures 'made through non-
diatrictlinanced aid programs, for budgeted courses, or for special

projects.
Object Identifies budgeted line items.

A

There are also special =des for additional informatiOn.
V

In planning budgets for a school finandial accounting system,

some timing problemi present.theMselves regarding future years budgeting,

,
fiscal versus calendar years, and the levying requirements involved. .

Therefore, a history. of budgeted expenditures for the - previous year,

the presentjea, the next year, and the second year must be retained.

FM II-88
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REQUIRED READING.

ft

THE BUDGET DOCUMENT

Basic teth-i-Wudget document are three major divisi ns: the
educational plan, the expenditure plan, and the revenue lan.

The educational plan is the center around which every hing
elae.is built and the determining factor for both expendit res and

revenue. educational plan must hate its objectives developed
and accepted, and it must be organized to accomplish educational

objectives.

The expendjture plan is merely a tranation of the educational
plan into costs. The various expenditures are classified, and basic
data Are 4atAered to determine the cost of each classified item.
The budget is an estimate, but it is based upon known facts.

.,
The revenue plan is a carefully ceived, detailed estimate

of receipts which can be used to fin ce the proposed educational

plan. In theory, the educational ploinahould_determine the expenditures
which in turn should-determine the revenue plan. However, a practical
aituation'should be considered along with the theoretical situation.

The budget primess is a cyclic never-ending function consisting
of the following basic steps:

PS

Planning. Involves the whole school and community. ' .

Coordinating. Coordinate the plans suggested and integrate the
results into a unified whole.-

Interpreting. Palic,support requires public understanding.
. Presenting4. Consists,Ofearings, committee reports, research
findings, accounting, repirts, etc.'

Approving,. The board ofeducation formally adopts the - budget aa,

presented. This goes on throughout the year.

Roe, W. N, School business manageme.nt:,New York: McGraw-Hill Book

Co., 1961. (Summary)

PM 11-89
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Administering. The administration attempts -to get the most
return. for the money spent. Administration means the sound
management of all the classifications that go to make Up the budget.

Appraisthap. The boaid of education and the administrators
determine whether the budget is really funettohlhg.

+44

FM 11-90
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REQUIRED READING

Budget Planning

PP4S, AND DISTRICT RESOURCE ALLOCATION

1.

1

60+

Planning, Programing, Budgeting, Evaluation Systems (PPBES)
consists of two basic components: the analytical and the organizational.
The analytical component is a way of approaching the problem of ow
to best allocate resources. ,The, following several steps are involved:

Definition of goals. Goals must be defined in a, measurable way.
Gap definition. Determine whether there is a gap between the

goal and present levels of achievement.
Model building. It is necessary to deritand the relationships

between school inputs and school outputs n terms of cause and effect.
Development of alternatives. Develop'alternative programs from

which to choose a meansto the goal. The quality of the program ultimately
choien can only be as_good as the quality of the alternatives suggested.

Criteria of choice..Eliminate.the,inferior volutions,lutions, avoia grossly,
wasteful means, and choose the means which are /optimal, rather than

merely feasible.
Evaluation. Assess the -extent to which the chosen alternative

has realized the goal.,

The organizational component is made up of several sub-components:

Division of labor. Divide the analytical component amorm the,
different levels of the organization.

Analytical staff. Each level of the organization should have a
planning staff.

Program budget and information systems. .A program budget is a
document which displays budgetary information in terms of prOgrams
and a framework for analysis and planning. A computer-based information
systeM'is also needed.

4*
Van Geel, T. PPBS and district resource allocation. Administrator's

Notebook, 1973, 22 (I), 1-4. (Sunmafy)



,

1
4 .

Rortini;, system. Reports need to be made explaining the choices

.reached and Justifying the conclusions. .

Evaluation. The work of each level must ie

g

.evalusted by the next,

'higher level.

A study was done inn two school districts to determine whether
school districts will allocate their resources by attempting' to

use criteria oi efficiency and effectiveness or whether decisions i

will'continUe to be based 'on guesswork.an&pOlitics. Results ahowed%

that neither of the schools hid actually incorporated tbeuse of PPBES

nor intenaed tohe the PPBES methods for deciding how its resources
should be allocated.

C

2t

FM'II -92,



a

$EFERENCES

0

"Or k, 1

Barro,'S.M. Developmillt 9f a\\program structure. In S.A. Haggart.
(Ed.), Program budget ng for school district /danning. Engle-.

wooddCliffs; N.J.: E ca4on41 Technology,Publicationss 1972.

Classification of disburseme ts: \ Independent School District No. 000.
\\,

,

Haggart, S.A., Considerations n Aveloping a program budgeting sys-
tem.. In S.A. Haggart (Ed. Program budgeting for school dis-
trict

41
planning. Englewood Tiffs, N.J.: Educational Technology

Publications-, 1971.

Haggart,,S.A._ Program budgeting Or ithproved school district pin-
ning. {In 'S.A. Haggait (Ed.), torogram budgeting for school
district planning. Englewood Cliffs, N.J.: Educational Tech-
nology Publications, 1972.

Handbook II: Financial accounting, classification and standard termi-
nology for local and state school systems. Washington, D.C.:
U.S. Department-of Health, Education, and Welfare, 1973.

Jordan; K.F. School business administration. New York:
4
The Ronald

,

Press Co., 1969.

Knezevich, & Fowlkes, J.G. Business manaaement.of local school
systems. New York,: Harper & Brothers, 1960.

Linn, H.H. (Ed.). School business admiiiistrs,tion. New York.; The

Ronald Ereels.Co., 1956.

Operating budget--1975-76: IndApendent,School District No..000.

.0sview, L.; & Castetteto W.B. Budgeting for better schools. Engle-
wood Cliffs, N.J.: Prentice-HallInc., 1960

PPBS f.or. people who don't Understand PPBS. Worthington, Ohio: -School
Management Institute, 1971

Program and financial information: Statement of goals and objectives.

Program-oriented budgeting and accounti4Wyggem for Minnesota` school
districts. St. PaUl: Minnesota State Department of Education,

1971.

'

Report of the first natjonal conference on PPBES in education. Paper

presented at the meeting,of tha Association of School Business
Officials,-1942. IF

FM 11-93

201 4

r



4.
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EVALUATKIN

NAKE--/ al

Complete this evaluatfo
below and return it wit
is pravided:

form, based on tbp exercises) you have listed -,.
,paur.,*aligaimbr' for -this section: An *envelopeb 4 .!:01", .

14*

.

DATE

A

OBJECTIV, TITLE

'EXERCISE 1.6111ER(S)

EXERCISE PACE NUMBER(S)

I. COURSE MATERIAL - Circle the resperrie indicating your level of agree -
with each statement',

The cdurse material is well
Organized andnk4eloped in
coherent sequence.'

4

2. The length' and scope of the

course material was adequite.

3. The course matei=al clearly
conveyed ab tract concepts
and theories

. Basically, the course material
provided me, with learning and

learning tools .which were lex
td me.

a-
r-

t

. The style of writing was clear,
concise and interesting.

691, The course material provided
me with activities which were
practical and not make work
activities.

7. The course material is
closely,relatedto the
objectives.

) 4 o

203
a

#

1
N.

21' 3 4^ 5

. 1 2 3

, _

3. 2 ,3 -4 5 ..

1 4' 5.

..

1 , 3 . 4 .

96,., 1 2 3 S.

, .
. 4.

2 3 4

a.

I

o



8. What would you do ,to mprove tiie course material?

. a'

a.

v,

I . ,REQUIRED READINGS

1. 'Which reading in the lesson did ydu fide most p

by author titli'or by qumbeyog reading) Him were they
helpfu1t fewwords, such as Pbackiy'ound" or "understanding"

efficient)

eq.

I. List ally of the readings thet were noE useful tolou and tell
why they did not meet your needs (the title after theappropriate
word will b'6-' sufficient): 0

.

Nothing new:.

Inaccurate:

Redundant:
r

Hard to Read:

Hard to Understand:

:1. Put a.check in the proper spqce.' I would-recommend:

,-
lo

A) more or other required reading i

B) fewer of other required 'readings

,

C) no change imthe-required readings

204

a



4. Would you prefer an assigned text(s)?

14) yes

B) No

If yest.can.you suggest_any?

5 .

'to

1'

.. ,;o114,

III. WRITTiN'ASANMNT - Citile the response indicatin your level of

a a
. 'agreement with each statement.

..

1:1

b

1. The assignment was' tleatly and

unambiguously stated.

2. The length of time required to
complete the written assignment
was reasonable

,

3. The written assignment really
gave me anopportuntty to'
show what I had learned.

4. The written assignment was not
a make work activity, it.was
something I presently do.

1*

:1

1

2

2

1 2

2'

I

3 .

3

3

3-

4

4

4

a IIP

4

'5

J

5

.

5

S. What would you do to improve the written assignments for this
lesson? - S

4. 5

6. Were other materials required, in addition to those provided, for
completion of the exercises? If yes, please list them.

A

ALw

2 0 ,



tNALLATICIii

DATE

4

Complete this aaluation form based on the exercises) you have listed
below ancr\return it with your assignment for this section. An envelope
1Wprovided.

OBJECTIVE TITLE

EXERCISE NUMBER(S)

EXERCISE PAGE NUMBER(S)

I. COURSE MATERIAL - Circlethe reSponie indicating your' level ordgree-
.meat with each statement.

1. The course material is well
organized and developed in
coherent sequenca

2, -The _length and scope of "the
course material*was adequate.

3. The course material clearly
conveyed abstract concept;
and theories.

4. Basibelly, the course material
'provided me with learni and
learning tools yhich ere neir
to me.

5. The style Of writing was clear,,
concise and interesting.

6. The course material provided
me With activities which were
practical and not make work
activitieg.

7. The course material is
4// closely related to the

objectives.

201,

1 2 3 4 511

1 2 3 4 5

1 -.,. 2 3 4 "5

1 2 3 4 5

1 2 1, 4 5

V

1 2 3 4 5

. t

f '

*1 2 3 4., 5



E
6

8. What would yob do to improve this course mater

II. REQUIRED READINGS

1. reading ,in the lesson did you find most helpful ?'. (In4icatsWh111/1/.;d
by author and title or by-number bf readingivHow were- they
helpful? (A-feW-s.worde, such as "backgroune'or "understinding"

4,

12.

I

will be sufficient),

0
-1.

.2. List any of the readings that were not useful to'you and tell
why they did not meet your needs (The title after the approprilte
word will be sufficient): ..

i

#. 1,.

Nothivwg new: .
...

Inaccurate:

Redundant:

Hard to Read:
ai

Hard to Understand::

0,

3. Put a check in the 'proper space. I would recommend:

A) more or other required readings

B) fewer or, othei required readings

C) no change in the required readings

2 0



4. Would you prefer an assignd'teXt(s)?

A) Yes

B) No

If yes, can you suggest ant?

.

.

III. WRITTEN ASSIGNMENT - Circle theresponde indicating your level o
agreement with, each statement.

Ai. It 0ftY CP
AP 4C 40

Otis
't

, 4, te-",

1. The,as-signmeacyai clearly and
unambiguously stated.
P

2. The length of time required to
complete the written assignment
was reasonable

.

3. The written assignment really
gave me an opportunity to
ahoy what I had learned.

4. The written assignitent was not
a make work activity, it was
something I presently do.

.

2 . 3 4

.

5

1 4 5

-f-:----

1 2 3 4 5

1 2 3

What would'4ou do to improve the written assignments for this
lesson?

\

6. Were other materials required, in addition to those provided, for
completion of thd exercises? If yes, please list them.

P S
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PREFACE.

FISCAL MANAGEMENT is one of.the three courses in the'Special
Education Administrator Training PrOtiam. The.traiping was developed
as'yart of a three-year project, and, this is the first application
.of the competency-based-education model. It designed so that
revisions can be made according to objectives'and the instructional
needs of the participants. The student, course author and pre/post
test assessments will contribute to the 'evaluation of this material.

,

. -

The competency areas for the fiscal management-cdurse were
empirically derived from the, job of the special education administrator.
And although additionarcompetenCles maybe needed'i a specific .

position, the following ateamwere determined essent al for your
performance on the job:'..

Sources of Revenue
Budgeting Expenditures
Managing Fundp
Reccrdkeepinq and Reporting

Each of the abbve has been independently designed so.that the
fiscal management course can be tailored to meet your needs. In

addition, the competency areas Fontein'the necessary materials for
instruction-- includi1ng course author materigl, written questions',%-
evaluation, sample iorms; and required readings.,.

Any questions you have or pioblems you encounter with, the in-
structional material should be discussed with the field contulEant.
This will facilitate your learning and provide input for modifying
the instruction to better meet your-needs' As a special education
administratill. .
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MAN.VG1NG FUNDS

A. FISCAL PLANNING

The purpose of.Section A is to point out that receipts are

/nice, but they dOh't take careaof themselyeS. They must be

encouraged and safeguarded. This section also explores some
pitfalls in the receipt area awl some areas that need further
consideration in terms of financing equity.

e
With the restrtWceceipt .picture for financing public

education, it is\impooaneotio recognize some Of the variables and

trends which/come into Vey on this picture. The proration of

state aid anPropriations.is always a possibility which could have

a significant effect in any given fiscal period. The relatively

new excess cost. reimbursement approach to state categorical aide

is most appropriate to the new structure of foundation aids which

has developed since 1971.
,

All of your required reading materials areincltIded in these

pages. However, it would be helpful,to you to discuss the concept

of excess cost reimbursement with your district superintendent

or business manager, to review the areas of categorical aid your

district receives, and to explore how this concept might apply

to those areas.

r

4.

la, PUBLIC AND PRIVATE FUNDS I

a. PRIVATE SOURCES., By far, the greatest part of a school district's,

income comes from two major sources. These qre taxation and

aids from other units of government% -The possibilities -of
supplementing these sources with significant amounts of income
from other areas is qdite limited.

One source of private funds is made possible by the delegation

of general management of the school system to the local school board-.

The board has'the authority to charge fees for the occasional use
.
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of building facilities, sell surplus or obsolete supplies and equip-
' -ient;" rent entire buildings or parcels of land, and charge fees for

or.
' . certain courses or supplies. It should:be noted,' however, that the

. .

rental of buildivs or parcels of land for purposes other than .. _

educational an endanger the tax exempt status of that property.

wat

The, ability to charge tuition and fees is severely restricted
by law and state regulations. School districts are under a mandate
to Orovide a free education through the normal twelfth grade\level
prograk for...0e residents under its jurisdiction. A district cannot.
charge a retaent child tuition for reguived program offerings, but
.it can charge'a nonresidentilither through.the resident district or
erectly through.the'v elrentf the placementii by the parents'
choice alone. This is a general ete.eltent Of tuition application.
Notethatrequirements in the urealgf special education are defined
separately in the laws and regulationi. Because prog4iMs such as. :

adult education are beyond normal requirements, tuition cum.be-chergeA
to residents andnotresidentsalike.

The prohibitibn against charging for textbooks for normal programs
has been specifically stated in the law for some time. However, some
school districts require a student to provide his own course materials,
to pay for materials when 't student makes and retains an item (such
as in woodworking), and to pay fees for certains9rvices (such as
towel service in physical. education). These have provided some form
OT source of private funds,.but the 1974 Legislature had enacted
IegiAation which would further restrict these practices, affective
July 1, 1975. 4F

4

b. GRANTS AND GIFTS-1=14GAL,ASPECTS. Another possibility of income
frpm private. sources is in 94. area of grants or gifts. Grants or
sifts May generate fromandivildudls, local organizations, or'foundatiOns..
An individual may like the local hockey team and donate funds for
skates or uniforms, the PTA may donate funds fo trees and shrubbery
around a'sigool-.building, or,a philanthropic fo dation may provide
a grant to conduct a research project.' For_exam le, the Bush Founda-
tion, theHill Foundation tdd'the'Huesta4. tbund ion'are well known
for their generous funding of, special education projecti and other
educational activities in Minnesota.

A gitt'or grant shOuld be accepted formally'by'theschool botrd,
Inot,dinly because that" body is-the only one with authority to do'so,-. .

but becauseighere could bestringsattached which require,considerations,
04 the public interest. A gift or grant whith forces school district *-
expenilitures; such as providing. one-fourth of the cost of dewruniforme,
if t dhool district pays the rest, may not be intune with theA4.13
best us f funds under a-situation of restricte4-finandes. °If the
gift or grant stipulates conditions'orestrictionii. .its should be
funded and accounted for separately, . ---

.. A vs

218
FM III-2

s



111,-

Expenditures which are'made based upon these sources will be
It included in pupil unit cost calculations. These sources are not

yet part of the legislated control plan which emphasiz4 the major
receipt from taxes. and state aids. Thus, receipts from fees and
grants,- though relatively limited, become an,"extra" as far .as the
control plan is concerned.

a,

'2. PRORATION OF STATE AID FUNDS

a. STATE APPROPRIATION STRUCTURE. Until 1974, the/Minnesota
Legislatuie met in a regular'sessioneverybther year making their'
appppriation activity cover the following two-yedi period. Minnesota
is on-the same. July 1 to June 30 fiscal year-As are' most school
districts. Those who'may have found it difficult to makean accurate
projection of budget for a one-year period will appreciate the,fact7
that there"ia-a potential for compounding an error in estimate over
a longer period of time.

'A state appropriation is an authOrizatioP to'expend a stated
amount of state funds for a defined purpose within astated time
period. For instance, 'the 1973 Legislature created separate appropri-
ations for each of the fiscal years ending June 30, 1974 and 1975

, .respectively, and for each of the several categories'sUch as foundation
aid, transportatiorraid, special edueatiQn aid, etc.

These appropriations may not be exceeded without further legisla-
tive-action, and no one is authorized to transfer funds from one
appropriation to another. The, appropriationusuglly provides Oki
funding for activities which are'defiried or described elsewhere In
the law. However, it is one-thing to authorize an activity and
another thing_to provide the funds for such activity., There have,
.in-fact, been cases in which an activity at the state revel has been
authorited but for which "funding wasipt provided% At the time an
appropriation is ,enactedthe amount' stated represents the best
estimate of what the activity will cost during the given. period of
time. In the case' of appropriations for theLoperating of sate
dePartments and agencies, the departments and agencies are required
to manage their organizational units within the financial limits
set. In the_case of state aid appropriations, it ip entirely possible_
that the iptended recipients of the aid may qualify for a greater sum
than is stated in the appropriation. The result is usuallra proratiod
of the enlisting appropriation among 4e qualified claimants in
proportion to the size 4f"their claims.

b. PRORATION PROCEDURES. 'This is not a'situation in which the state
'does not have sufficient monies to cover the appropriation structure.
Rather', it is-g case of pure expenditure control at the state level..
The state-revenue estimates are usually supported by a supplementary,

FM 111-3.
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borrowing authority. The -appropriation is an absolute. Sotetimes
the possiblity of insufficiency is recognized when the appropriation,
is enacted and rectified by directing proration of funds. -Even if

it does not do so, thestate department which'administerethe aid
will have to move to proration as the most equitable method,of
distribution if the full claim can be qualified. A subsequent
legislative session may provide the additional funds,00hded for a
deficient appropriation, but the state is sunder no le al obligations
to do so. From a fiscal-management viewpoint, it,is necessary to
recognize the loss of ipeome during the immediate year of proration
and, to plan accOrdingly with the possibility of a permanent loss of
these'funds in mind.

0

3. EXCESS COST REIWRSEMMT

a. TYPES OF AIDS. The earliest forms of aids were usually some type
of flat grant or Unit aid, and the major dispute was whether the pupil
or the classroom was the most appropriate unit on which(to base
distribution. Differences in ability to pay were finally recognized
.through equalization aids, and combinations of hese ideas were
eventually molded into a foundation aid concept. Caygorical aids for
special programs and purposes were offered as a cost-sharing incentive"
on a flat grant basis oron a p-coportion of certain cost items basis,
regardless of what the cost for the total program might be.

Nur
Accounting procedures of schookdistricts and the reporting

-; structures of the state and federal 'governments were relatively
'unsophisticated. The maintenance cost-per-pupil unit in average, daily

membership, for _instance, was a broad averaged figure which summarized
the general activities of varying programs., It was only in recent

Years-that some attention turned to the need for ore accurately

defining internal program costs.

e
The law provides that'nonresident tuition for handicapped children

shall be charged on the basis of the actual,cost of providing special
instructton and Services to the child, including a proportionate
'amount fot capital outlay anddgbt service, less the amount of special
aid for handicapped children received onbehalf of that child. If the

school poards involved do not agree upon'the tuition rate, either
board may,apply to.,the Commissioner to)fix the rate. It is important

to be attle to identify thege`full program costs in order to recover.
them and, if necessary, to defend them upon review by the'Commioner
of Education.

b. RATIONALE FOR EXCESS COST' REIMBURSEMENT. .From.a broad view, the
rationale of excess costslof a given program over average program
costs has applicatidn at dbesitate aid level. For example, the founda-
tion aid program restricts income levels of school districts, based on
as predetermined level, of maintenance sosts and which, could be considered

.4E

4.
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average program costs, At the same time,'state,law mandates rela-
tivelykhigh cost-programi such as vocational education and special
education. To the extent that the state is not providing the excess
cost over average cost of these programs through categorical aid,
it is requiring'that these programs be financed by reductions in
other programs.

' 4. _ASPECTS 6P INCOME MANAGEMENT

a. CASH FLOW. The'alanced budget is which resources are available
to cover anticipated expenditures, presents a summary of the year's
fiscal activity. Within the year, this balance between expenditures
and available ources does ktot necessarily flow at an even pace.

/ -

Salary expenditures may be lighter during the summer months than
during the regulaqclassroom aeason; payments for supplies and equip-
ment will depend upon aprchasing schedule procedures; and relatively
large payments, for teal-estate assessments or bond payments may come
dueat'intervals throughout the year. Receipts from foundation aids
have now been spread Over 10 monthly-payments. However, the two large
tax distributions,'are usually made in the June-July avd November-December %,
periods, with, some variations among the counties of die state. *Endowment
fund aid'is distributed twice a year, and reimbursement type aids are
usually paid in the fall.

'Basically, a balanced budget means that one has to keep a con-
tinuous watchion cash flow to be certain that cash isavailable when
needed to meet payrolls and pay bills. reparation} of a cash flow
schedule can be helpful in this regard to compete anticipated expendi-
tures with estimated receipts'throughout the year. Some major
expenditure items such as payrolls and bond -payments can -be scheduled
fairly accurately, while bill payment is more of a variable item.
The cash-flow schedule serves only as a guide because of the variable
element in expenditures, and betause receipts do not always arrive on
time. Nevertheless, it is a good working tool.

.

4

b. BORROWING AUTHORITIES. The cash law has taken on a new aspect.
When everything elie failed, a school district was able to cover
temporary cash shortages by short -term borrowing against receivable
taxes or against receivabl&state aids. Still in existence is an
older authority to issue school district warrants, but this is a
cumbersome process. An aspect of-the 1973 legislative actions
(discussed earlier in Section A2) was a further restriction on the
borrowing proceselbyrequiring an approval by,the CoMmissioner of

II2-2
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Educatt6n if a district wished to borrow a greater proportion of its
tax revenues in 1974 than it did the 1973 calendar year, or yet a3
greater proportion of its state aids than it borrowed in'the 1472-
73 schbol year. In other words, if a school district did notIptilize.
these borrowing authorities during those periods, it cannot no
utilize them the following year without the prior approval of the
Commissioner of Education.

c. -INVESTMENT OF FUNDS. In'view of the uncertain flow of receipts,
one way to prevent unanticipated financial hazards is by promptly
investing temporary Cash surplues. Types of in(restments which
can be made are restricted to some degree. However, even within
allowable investment areas, it should be noted that some types
of investment are completely negotiable on a'demand basis while
others must be/committed until some fixed maturity date. -Therefore,
investment actiirity must be compatible with cash flow needs; and it
should be noted also that investment income is another limited
source of revenue which is not yet coverwijy the legislative contro4

plan.

B. OPERATIONS--EXPENDITURE MANAGEMENT

Section B is the se!ond part of the course in financial management, .

and it is a component within the home study field experience phase of

= the Special Education Administrator training Prograd.' It has been
developed as a training monograph for practicing school administraters

in the field of special education. The funding for this project is

from the Bureau of EdOcation for the Handicapped, United States Office-

of Education.
v

.
As a practicing 4dministritar, you witness daily the vast number

of changes that are taking place at ah increasing rate in public

education. Most of these developments affect financial management

to some extent. The emphasis of this sectinp.Tion certain financial
operations of the public school'program to which the special education
administrator must give attention to be successful in his job. There-

-fore; the operations area has been subdivided into the four. following

categories with expectations as shown:

Accounting ,Procedures. Asuccesfai participant U111 be able
to state the precedores for school ekpenditurp accounting. .

Transferring Funds. A successful participant will use
appropriate procedures for transferring funds.

ti
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Monitoring Reports and Expenditure Oon, A successful,
,Oarticillant,will properly monitor budget reppi0 and will use
exAnditure control. .

'

1

A
,

,
1.

Purchasing Servides. A successful participant,will*dichase
services, supplies and equipment-contracts correctly'and will write'
specifications properly:

1. ACCOUNTING PROCEDURES

a. MATCHING REVENUES -- EXPENSES. Accounting is often- referred tq
as the languagelbf business. Accounting is defined as process of
collecting, classifying, reporting and'interpreting info ion about'
an entity in, monetary terms. Its most widespread applicati0 is to
profit-seeking enterprises. The process can be applied to a wide
variety of entitles including gdvernmentalsuntts, churches, educational

institutions, fraternallnstitUtions and individual persons.

Out of the accounting system,flow many reports. Ap a school
.administrator, you should be able to understand and'use them intelli-
gently and effectively as tools to achieveyour obligations for
expenditure management and control. This section of theSpecial
Education Administration PrOgram will focus on expenditure-management.
You are encouraged to-gain a thorough understanding of the subject
through the suggested supplemental readings jisted.

qiiV
iA basic accounting concept iscmatcnng or accrual. =It is

important that the expenses recognized in a particular period of
time lie matched with the, revenues in that same period. Note that
expensesare matched to revenues.

- .

Most public School ditifricts in Minnesota keep their accounting-
,

records on a cashibaths, not on matching or accrual accounting. They
consider expenses only in'the;period in which payment has been made
tcp,the vendor, andthey.consider revenue only in the period in which
the money was received. It is fitting for directors of special
education to plan and control their projects and programs'by -matching

'N.. expenses and revenue in the. appropriate period. This is particularly
advisable because a significantamount,of revenue for special edu-
cation programs is derived from reimbursementof expenses.

b. EXPENSE. Expense items fall into twb broad categories. The first
category includes currently-used expense; that is, those expenses incurred
for personal services, materials and suppliel in the current operation of
school district affairs andprograms. The'second category involves
the acquisition of buildings, equipment and other expenses for durable
items used over a periqd of time. These durable items require special

223
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bacconnting pro(eduevs, man.gement, and control- techniques different_
from those *emuired try the current Items. . Wv will deal principally

- with "currently-used" expenses.

Historically,'expense items have been classified in three
principal ways:

Object classificationdeScribes,the items purChased,
salaries, equipment, materials, and supplies.

Functional classificationindicates the partilcularservice
for which the item has been pyrohased,

RespcinsibilitY classification - identifies the person
primarily accountable for the control of the expense
item.

With the advent-of Plaming--Programming2-Budgating Systems (PPBS)
ip recent years, a new dimension (classification of expenses, by
program) has been introduced. As expected, moat school districts..
of urban or-suburban size now have aecess to some form of data
processing service. Expenses can.now be readily classified or coded
by object, function, responsibility and program identification
simultaneously.

c. FISCAL YEAR. It is customary to summarize the results of operatilqns

for an organization every 12 months. This can be a calendar year,
January 1 to Dedimber'31, or any. other 12-month period; this is called
the.fis.cal year. The intervalcovered by accounting-statements is
known as the accounting period. It can be as short as one month, but
is rarely longer than one. year. According to theManual of Instruc-
tions for Uniform Financial. Accounting in Minnesota, the accounting ))

period in most school districts is the fiscal year July 1 to June 30...

d. LEGAL ASPECTS. A/governmental accounting system must make_it
possible tome Sliiwnhat the unit has complied with all legal require-
ments and limitation. Wherever legal and accountingprinciples
conflict, the legal principles prevail.' The separation of financial
management functions between the legislative and executive branches
Lied to two primary characteris'ticS in governmental accounting: fund
accounting and budglEary accounts.

Budgetary accounts record the appropriations, ot authorizations
for expenditures, and esimates of the revenue to be realized.
The budget process is built upon the accounting for bUdgetary and-
other accounts comprising the chart of accounts.

2.34
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2. TRANSFERRING,FUNDS

4.. REALLOCATION AND AMENDMENTS. Receipt and expenditure budget s

are estimates. Budgets-ate -iitSually prepared several,months before '

the'effective date for, implementation. Despite careful estimates,
receipts may be more or less thin expected, and expenditurei for
the various accounts may vary. Therefore, it may be necessary to
adjust the budgeted amounts as circumstances dictate. Many school

districts provide for a contingent fund to cover emergency situations
or deviations from estimates. Even though most authorities suggest
that the contingency fund might be set as high as-2 percent of the
total budgets the contingency funds for school diitricts are usually
quite minimal. Thus, some reallocations are called for throughout
the budget yaar sa can take a variety of forms. The principle
kindrof amenddAels or.-reallocations are as follows:

A

Transfersbetween funds
Increase'S or decreases to line items of a budget within

one fund
Reallocations within a fund between line items accounts

under one administrator's responsibilities -

Reallocations within a fund between line items.accounts
under two or more administrator's responsibilities

,

Transfers between.funas are limited by, law,and by special purpose
provisions; so that a transfer cannot bemade from a trust or special_
purpose fund for en unauthorized, purpose. The trust fund is composed
of accounts wherein,the receipts and expenditures are stipulated by,
the bequest of a will or other trust documant., These stipulationt
are held inviolate-by the courts. The debt service fund is an
example of a special purpose fund, monies from which cannot b4-used
for operating or general fund purposes.

If too much has beebudns budgeted for one account and not enough
for another account,, the board has the authority to reduce the budget

-for one account and increase it for another. Good budgetary pro--
cedure would dictate that, as an administrator, you make a request
for an increase _in the budget amount to yobrsuperintendent. If the

-superintendeht approVas the increase, a' tequest is made to the board
for passage of a resolution to formally approve the adjustment-to.

the budget. When-reallocating budget amounts within any fund,.the
board should not amend,the budget so as to incur a deficit.

b. PROCEDURES. FOR REALLOCATION WITHIN A FUND. To some people, the
myth still exists that the budget department controls the receipts
and expenditures of a school district. This usually is not, and

definitely should not be, the case.` The budget department serves to
facilitate reallocation procedures,. and it usually devises and processes
the reallocatioh form for transferstbetween budget accounts within a
fund.
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c. LIMITATIONS -- SPECIAL FEDERAL PROJECTS. The limitations an the
use of project funds, or the extent to which budgeted line item
deviations will be permitted, are usually spelled out'in the guide-
lines for a special federal project. 'Look at-the rules that apply
.in the accounting for funds under the tiompnrary and 'Secondary

Education Act - -Title f._ 'Neither the state agency nor the local
school-district may transter or reallOcate funds from one school -
,district to another. If a school, district wishes to transfer funds
of.two of its approved projects fro* one to another, it must submit
an amendment to the state agency. The transfer can be made only
"after approval has been given-hy-the-state agency.

Whenever it is expected that the utilization of prajeCk funds
will vary by more than 10 percent over or.under the total amount
that was originally approved, the school district should obtain
approval from the state agency,for the excess deviation. The state
agency should notify the school district at the outset as to the
extent to which deviations in line items of the project budget will
be permitted.

3. MONITORING REPORTS -EXPENDITURE CONTROLS

An important pa4 of accounting is the control of internal
operations. This type of control is established to determirie whether
operations are being carried out according to the management plan.'
An effective way to control operations is to assign responsibilities
to individuals.

0., RESPONSIBILITY ACC&NTING. ResPoosibilitytaccounting, also
referred to as. profitability or activity accounting, recognizes various
decision centers throughout an'organization and only assigns costs or
revenues to the supervisor responsible for the operatipn of the
center. Costs and revenues are traced to the individual who shoulders
the primary responsibility for them. Traditionally, responsibility,
accounting has been narrowly viewed as a system of productions-cost
centers in 'a business enterprise. The term can be used broadly to
encompass any measure of responsibility or performance that is
critical lo management.

Responsibility accounting should motivate the' manager td

control costs. The manager should realize that the costs Incurred
'will be charged to him, but that he willnoi be charged for those
costs not under his control. However, the mere establishment of
a responsibility accounting. system does not guarantee that control

will prevail. It only provides a, useful set of-data on which the
manager can act'.
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The number of costs considered controllable will increase at
the higher levels of a pyramid-structuied management; yet, some
costs incurred are not clearly diatinguishable.as controllable or

uncontrollable. If the level of cost is affected by more than one
department head, control is made more difficult.

(1) Basic concepts of responkLibility accounting. The aspects'

- listed below are essential to the establiihment and openition

of a responsibility accounting system:

Responsibility accounting is based on the classification °I\

of management levels for the purposes of establishing a
budget for each level of management. The individual responsible

, for a particular level of operations is held accountable for
the expenses attributable to that level.

The starting point, for the system begins with the
organization chart which designates the scope of each manager's

authority. Authority leadsoto the responsibility for certain

costs and expenses'.
The costs assigned to each manager's budget, should only

be those gontrollable by that.manager.

(2) Structure of respoi2Sibi.1ity accounting. This is a segment

of the organizational chart. for a large sthoo1 district in

Minhesota:

Superintendent
of Schools

Deputy Superintendent of
Instruction and Planning

level I

revel. II

Director of Special
4 Education

level III

The lines of responsibility can be traced: starting with the'

Director of Special Education, level III; moving to the DePuty

Superintendent, lfvel II; and moving Co the Superintendent of

'Schools, level I.

b. REPORTING. A cost-report should focus on those costs which are

truly controllable. It should be designed so that areas requiring

attention will be highlighted. Many organizations utilize the

concept of responsibility reporting to accomplish such purposes.

Reports developed in line with this concept show each manager against
only the costs or revenues over which he or she has control. Focusing

the attention on highlights or variances from.standard illustrates

.still another principle, management by exception.

22
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(1f Funthlmentals4nt cost reports. Cost reports should Pe
based on the qualities'and characteristic lists' below:

4
Reports gust f,it the organizational chart
Reports must be timely
Reports must be issued with. regularity
Reports must provide comparative'data
Reports must be analytical'

(2) Format for reports. As.expected, there a e a vast
variety of report formats due tb the greaten er of organi-
zations that devise and use reports; so, ther, are a great
variety of reports formats'used by public scb ol districts.
Reports are issueeon the basis,ef daily, mon hly, and
yearly intervals. The Monthly Budget and al Expense
Repott is a popula type ot_responsibility r ZO ort used by
most school districts. This report appears' mong districts
in a variety of titles and configurations, a d it shows
the actual expenses and the variance, where he variance is

At- the,difterence between the budgeted and the etual'amounts.

--- As director of special education, you rete e ap itemized
report of your performancey

4. -PURCHASING SERVICES

a. OBJECTIVES. The purchasing responsibilitlris sodetimett 'simpl*

defined as buying an item of the right quality in the right-

quantity, at the right time, at the right pric , and from the right

source. The key, however,'is the interpretat on of what is "right"

and this involves considering many'factots. irst, and most

important, are the objectives to be attained. 1pe fundaments!'

objectives of'purchasing-are:_.

to maintain continuity of,supply to support time schedules;
1 to incur minimum invcstment.of funds consist nt With safety

and economic advantage,
to avoid duplication, waste, and obsolescence,
to maintain standards of quality, and
to procure items at the lowest cost consistent th the-

quality and service required.

b: Methods and Procedures. Purchases for a school district ate
made by purchase order, contract.iqr other means permitted bylaw.
There should be some type of written evidence to substantiate every
expenditure made by the "board. If this evidence is not available,
there is no valid basis for deterdining what the payments should
be for liabilities.

228
FM 111-12



A

SAMPLE MONTHLY BUDGET
AND
ACTUAL EXPENSE REPORT

SUPERYNTENDENT'S MONTHLY REPORT:

*

Sperintendent's

Actual Expenses Variance from Budget

This Month Year to
Date

This Month Year th
Date

AL

Cyfice a

peputy Supt.

$ 16,000 $ 90,000 $ (800) $- 200

-'.Instructioh S

Planning $3,502,100 $20,585,000 $24,700 $118,915

Assoc. Supt. of
Business f1d96,000 $ 7,600,000 $42,000 $ 61,000-

Assoc. Supt. for
Personnel $ 52,000 $ 325,600 $ 700 $ 1,300 t

TOTAL $4,850,100 08,400,000 $66,600 $181,415

DEPUTY SPERINTENDENT'S -- INSTRUCTION AND PLANNING MONTHLY REPORT:'

Deputy Supt.',

Actual Expenses Variance from Budget

This Month Year to
Date

This Month Year to
Date

Office $ 12;200 $ 75,000 $ . 100 215
.\

East Area Schools* $1,300,000 $.7,600,000 $(40,0001 75,000)

Nest Area Schools $1,250,000 $7,400,000 $ 370000' $ 661x 00

Special Education $ 716,000 $4,200,000 $ 22,5'' 0

_Vocational t 4. ,)

Education $ 225,000- $1,310,000 $ 5,100, f,';700

Mymp_ $3,502,1004 $20,585,000 $24,700 i $11,5115

DIRECTOR OF SPECIAL EDUCATION'S MONTHLY REPORT*

Actual_ Expenses Variance from Budget
This Month Year to

Date
This Month rear to

Date

Salaries $615,000 $3,620,000 $21,000 $123,000

Supplies $ 31,000 $ 180,000 $ 1,200 $ 4,900

Equipment $ 29,000 $ 175,000 $(1,800) $ (4,200)

Other $ 41,000 $ 2250000, / 2,100 $' 3,300

TOTAL $716,000 ,$4,)00,000 $22,500 $127,000

NotAlAmounts in Xackets indicate expenses in excess of budget.

4P14 111-13
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Methods and.procedures vary, but'all districts with good manage-
ment policies follow these basic guidelines:

' All expenditures are made in accordance with the budget.
All expenditures are_originated by authorized personnel.
Every expenditure must be supported by written evidence.
All expenditures must be substantiated by an invoice, contract,

or claim.
Payment can be made for anoitem only when there is evidence

that the districtxeceived theeitem as specified.4

c. QUALITY STANDARDS. Efficient and effective purchasing is only
possible when properly developed specificptionsjare used." However,
you must determine quality standards before good specifications can
be devised. These are some important concepts you.must consider in the
developmeme\oi standards:

Standardization establishes agreement on the quality -needed.
Standardization enables the purchasing agent to secure the

value needed with a minimum of negotiation.
.Standardiiation promotes efficiency and Cuts costs.
Standardization results in simplification.
Standardization guarantees consistency and comparability.

(1) Specifications. The devel opment of appropriate specifica-
tions is a tedious job. Most school employees lack the technical
know-how to prepare many types of specifications. At the same
time the business office cannot always develop good specifica-
tions working in isolation. Therefore, broad participation
is useful in determining specifications; and, valuable standard-
ized specifications can be obtained from such sources as the
Federal Bureau of Standardg, the American Standards Association
and the American Society of Mechanical Engineers.

(2) Form. For small quantity purchases involving small
dollar amounts, short-form specification can be used. One

type of short-form specification is brand-name buying.

Long-form 'specifications should be used for large-quantity
purchases: This requires considerable effort to drawthe
long detailed specifications, but when drawn, they can usually
be used repeatedly with the necessary adaptations.

(3) Content. Drafting'of-specifications should follow a
definite outline. A common pattern would include these-
secttons:

Reference to applicable stapdards;
Statement 00 type, grade, Class-and sizes of items;

indicating` general and special requirements;

FM 111..14

U

I



.1

Statement* of intended uses of the items;
Workmanship requirements; . , ,

Inspection and test requirements;.
Packaging, labelling and shipping instructions;
Notes and special instructions to bidders.

, \

4 d. BIDDING. Competition is the basis for bidding. Competitive

bids give all responsible bidders equal opportunity, Prevent favoring'

one-vendor over another, and prevent fraudulent activities by purcjiasing
, -

officiald. Bids can be obtained by advertising and securing formal

'sealed bids, infOrmal sealed bids, letter or phone quotations, and

negotiation. Formal bids are commonly used for substantial. purchases`,

(1) Legal aspects. A number of stattd specify, by law,
the conditions under which formal or informal bidding
procedures must be employed. A contractual relation-
ship between a school district and a vendor is a legal one
A specific bid or offer by a vendor becomes a contract 6nly
whenoit is accepted by the seller. Another requirement of a
valid coneiact is that it imposes an obligation on both .thd
buyer and seller; one agrees to sell and deliver; andthe
other agrees t purchase.

(2) Contract awards. In the bid process, you will find that
the. award is required to be made to the lowest, responsible
bidder meeting the specifications. Adding respOlisibility

arequirement is essential because strict adherence toltlyw
low Vid'would not take into account poor service or work-,
danship even though the bid meets specifications. Some-
times the specifications have been at fault or are in-
adequate. To protect the district in such cases, the bid
invitation should always include a stipulation that'the
board has the right to reject any and/or all bids!

et. REQUISITIONING AND PURCHASING METHODS -- OVERVIEW. Thjs write-up
briefly describes the mai& metho approved Requ4p4igning/
Purchasing; they ard: Central St es Requisition; Ioca1 Cash
Purchases; Requisition for Purchas Order; and Restricted Charge
Accounts.

.IP

(1) Centraltores requisition. The first gdiaC4 to check
for ordering supplies is the dilfFict warehouse. Hundreds
of the commonly used items are carried in stock at a,cost
far belowusu4,list prices. -Consult the warehouse Catalog
listings for stocked items. Stocked 'tents may be ordered
by filling out a Central Stored Request.

IN. 111.4.5
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01

0. . ,

(2)- Local cash purchases. Small dollar value items whilV
are not-stocked at the wire use, bUt.dre avalable from

"local merchants 'may be purchased. t oftpersbnal funds and

submitted foe Petty Cash rei Ursement. This method
of ;urellasing may%not be use for purchasing capital outlay,

'equipment or for }lacing orders by M411.
11

(3) Reeluisirion For purchase order.. This method of ordering

tilpropplute for all purchases from outside vendol;s., This

me ,*.along with Cettral Stores Requests, will handle'the

majority of requisition transactions.

(4)' Restricte charge 'accoUpts. 'certain situations wherel
frequent smal Voll4r transactions are necessary, the

.purchasidg d tment m4r.choose to establish a charge.

account to coVes thes'6transActions. Thiso procedure will

be used only in very sp6ciarsituations. Under 43 circtImstances

may a person outside tfte,purchasing deligOtment establish a

charge acciunt in the School diAlrict's name or make charges
without the written consentor,the purchasing departMent.

C. FINANC'iAL WIALY*

As a practicing administrator you are daily witnessing the

vast number of changes that are taking place'at an Increasing

, 4ate in public School education. Most of tholedevelopments affect
Ifinancial management to some extent. ,Thel.hPhasis.for this unit.

o

trOchnol prngramto which the directors of at training program
udiy has ,bee'mvgiven to certain financial operations` of the

feel the special educatiOn administrator must give attention' to

AY Mark twain used to. say, Only'two,things in lift, are Cereain-
deat.h.thnd.taxes. that obserATtion applies pretty well today. With

increased Public concern over tai,supported programs, the result

is that you and other publit'administirators now have to sell your

,prop.ams to taxpayers a other decisionmakers. You must:; be able

to city the c4sts, and t benefits, of your projects irk `terms that

pebple undAstand-7dol ts. .Unsupported estimates And-intuitive

,
judgments nolOnger suffice, YotihaVe to explain the econoMiCa of

special edu6stion. Whc; benefits, when, how, how much, for how loqg,

at what price:- and at whose expense? 'Furthermore, y0Wmust be able

to dpfihe the optimal size of youreprogram, beyond which returns

A in relation to invesfments:begin to diminish.

.

40 . 4f

2 3 2

,"

be °sucte'ssful in .the job.
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-Thegoal of this course is that each successful participant
iri the Special Education Administrator Training Project will
demonstrate competency in key areas of Fiscal Management._ These
basic areas are: school finance background and srces of revenue,- -

budgeting expenditures, managing funds and recnrdkeeping and reporting.
Each of these four categories has been broken Own-inte'specific
performance objectives and assigned a minimum level orperformance--
awareness level, general operation, or technical performance. At
the sametime, each specific area objective has been judged as to
the elative level of importance it carries, i.e., low, medium or

importance%

The coggsl, Fiscal,Management, iwpitterned, in part, after the
administratiPb process whiCh contains the following components -(the
course componentsere showt in brackets):

+1,

t.
.

Decisionmaking
- Planning.[Fiscal Planning] ,

COnerolfing [Operations]
CO-..unica ng [Repdrting]
E tin Evaluation].

'Section d deals with the area of financial analysis. The area
has been subdivided into the thrde following sub-areas vitt; expecte+
tionsas shown,:

V

. ,
, .

t- Cost AccoitVing Analysis.. A successful pOkticipant will
be able to explain the 1procedure or -and theraiplicatton of cost
accounting analysis. .

. '
Benefit-Cost Xriatlysis, 4 svcessfulparticipant will be

able to bxplain the purposes, procedures and applic4tion of benefit=
cost analysid.

. .- . , ,-
.

Jilt'

,
.

-.
, The sub-area Oft-benefit-cost analysis has a lumber wilb'

. .

;underlying assumptions:
4 . a O

4 . i'
: ,Costs-and benbfits can b.meaAured in meaningful' units.

-' " Actual costs exceed recorded expenditures. i - .

Benefits .naist be calculated both in order to justify'
**31 given pro ranein 'special edstion as wiel as to ,' .

asnotr,ei us(te respottsib14 uso ublic funds.
. itir. VW- '' ...-

,41
Fidcal Audit. A,suCcessful partiipant will m,able to explain

'A-the purpOses and general procedure fofifisc414udit g: /
-AI . _..

,

-
a4.6., .- e' ,

.

A
r

1. COSTACCOUNTING
AiL

°

.a. PURPOSES. Cost accounting mat be. defined as accounting which' ,

accumulates, classifies, summarizes_ and interprets costs itherever
o,

1K
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they may be found. This broad definition: implies that cost accountilik
is applicable in manufacturing, selling, service gr charitable organi44
zations. Cost accounting serves manY. purposes. The basic Piiii-oses

served are as follows:

./
To assigrvcosts to' products or services

To assist in planning,
To-assist in controlling costs
To provide a bade for special decisions

-4

A

Cost accounting also serves to fulfill the legal requirements of
reporting to government agencies.

b. I(ISTORICAIfCOST SYSTEMS. Historical costs are actual costs as
contrasted with predetermined or estimated costs. 'Aro basid systems

of Cost accounting are ba'ed on historical cost; these_are job
...order costing and process costing.

(1) Job order costing. Job order co ing is a-system of
cost accounting wherein costs are ch reed to a specific job

-(or lot) of identifiable units of goo s or serVices& This
system is. Usually applied to prodUcti costs .1mclind in

manufatturing an item, or, many items, in nonreAtitive
process. You are familiar with the customized printing of
letterheads on the stationery of a client by a printing firm.'
This is an licmple,of a job order applicatio However,,the

system is if uttlizgd to accumulate Costs b jobs in the

repair and maintenance departments or by programs, e.g., by
_hanAicapped groups, in the special education dePartment of a

school gistrict. The costs are collected for each job on a

Job ordercost sheet.

(2) Process costing: 'Process costing is a method of.cost-

accounting where costs are charged to processes, multiple
operations; or t several dgfartment rather than to specific

unies'or jobs. In this method, there is"multiOle or pass
production Of the units or services which pass in continuous,.,

fashion through a sdies of operations or departmental pro-
cedures. Process costing systems are usually employed in
industries that.OoduCe large volumes of uniform products on
a'continuous basis, such as the steel, Oil, paint, and food

proces)Its.difiAustriss.

Costs are fccumulatedhy assigning responsibilities for functfbns.
". One manager might be in charge orcutting, another in charge of

assembling, and a thir& responsible for painting. The effectiveness
with,which each manager carries out his or her function id measured

by the cost of procesging the units flowing through that operation.'
Procesi costini.haa"not been applied tp school district operations

to any reasonable extent.
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Actual costs have certain limitations as a management tool. They

are often unreliable, becauSe conditions under which the costs were
incurred may not'be comparable; and, they are usually available .too

late to .prevent inefficiencies. ActUal coats are,developed under

a unique set of circumstances and are thereby often inadequate for,

' planning and budgeting purposes.

1,

c. STANDARD COST SYSTEM. Standard-costing is a system whereby
predetermined costs are developed and used as a basis or comparisons

with actual 1346tS in=an'attempt to overcome the limitations of tieing

historical costs alone. Predetermined costs are computed before'the
production or performance of a service-has taken place, but only
after necessary.study and analysis have provided a basis for what

the cots should be. Standard caste derived by several means,

such as mechanical and engineering computations, time and motion
studies,--or experimental runs.

(1) Advantayei. Standard cost systems offer, several advantages

over historical cost Systems; some of these, are listed below:

More refined-data because:waste411 included

' Clear and reliable comparisota for control purposes
Less expeniive data gathering, .

Simplified aaY-to-day recordkeeping ,

Timeliness of available data , .

.
,

(2) ,4riances. Even though great care is taken to-develop the

_- standard costs, actual cost. will lkely deviate ffq the

standards. These degiatiots ate oalled.xaalepces. :Variances

are signals to management a,atid ,are analyzed so that inefficiencies

in production oryserfCetiAr,be remedied. Standird cost..systems

are used principally ,441 mahulacturing;Concernaltand have gained

only slight usage,inqlovrmbental:operation. Erndt and Ernst,

anational public accounting firm, has deviloped a standard cost

system for the schdai ,

d. UNIT'..rOSTS: A popular-method of expressing costs in public school

accounting is by unit.cost.. Unit cost can be defined as the cosof

a single measure of prOduction or service; i.e., the total cost, of.

output divided by.the number of units in the base.

4
.

.Therf are'two major cauteellormisleading fnformation when dealing

frith costs. First, the incluOon of irrelevant costs when comparihg

two units of production or servicp.can lead to wrong conclusions.

Second, comparisons of unit costs.which have not been developed on

the same basis will bring incorrect results. For le,the dis-

covery that two production runs which have bein matured at

differed0hictivity leve4y11170.Lprovide a true comparison;
, '4 $ .
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(1) Cost per pupil. The simplest cost calculation is a
,computation of average unit cost. Most school districts
coppute the average cost for each pupil in the district or
the cost per pupil for each school year. For example,-
suppose that the operating budget for the year was $1,500,000
and the total number of pupils enrolled was 2,250; the average
cost per pupil is $667.00 ($1,500,006 + 2$250).

'Usually, an additional refinement is made in this ca2cu-
?talon% The total enrollment is reduced to,Average Daily-

it

Attend

f
(ADA) or to Average .Daily Membership (ADM) for the

year. eis derived by dividinthe total number of days
atten by all students by the number of days school was in
session. ADA bras formerly the predominant factor used, but
in recent years there has been a trend towardADM. If you
substitute an up of 2,000. (2,250 enrollment) the cost ppr
pupil ADM is $750 ($1,500,000 +1,000).

f

(2) Cost per weighted pupil. A form of .tnit cost now used
by many school districts is a weighted pupil cost, referred-
to in Minnesota as the cost per pupil-unit. The weighting in
Minnesota is as follows: .

Rindergarden pupil 0.5 units
. Elementary pupil 1.,0 units

Secondary pupil 1.4 units
Vocational pupil .1.5 units

If in our example; we calculated the weighted pupils for .1
all grade levels to be 2,500 ADM, the cost per'pupil unit, or ,

weighted pupil cost, would have been $660 ($1,500,000 4-'2,500).

(3) 'Cost by program. With, the advent-of Planning--Programmdzig;--

Budgeting System (PPBS), many districts have turned to the
development if unit costs by programs. There 9Fn be a variety
-of unit coseplculations based on the characteristics and
' programs of a particular district. For. example, the tote cost
Of a,prograpof_1660000 might be divided by the number of
ident contact hhurs fot the year, 440,000, to produEe a
&est-per-student-contact hour. $1.50. '7, 4

e. ANALYSIS. 'Most cost accounting analysis procedures for nonprofit
organizations,such as school districts, tend talbe simple and gneom-.
plicated. More sophisticated and comprehenSive analysis models find
their application in maelfacturing and.compercial firms, Unit cost
c risons of pupil data is a widely used procedure by school districts.

isongare made of pligl costs by a district using data of two
re years; between districts of the state, or on a national level.,'

Recent evideNe indicates thatdoandard coat'systems'can be
adaptedtopublic school systems. Mit would entail an analysis of

Fart III -2' R
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actual cost variances frOm the ptredetermitied or standard costs. A

variance could occur: in terms of piicd, quantity, efficienCy or

salary differences. Mother form of spat accounting analysis, that

has'appeared on the scene in recent yeare, involves determination of

the effectivenisspf achieving your objectives 1.n a Planning--

Prograirming--Budgeting_SUgtem (PPBS). Under the PPBS, objectives

are all expressed in quantifiable cost terms, Aso results can be

analyzed on a cost effirihncy basis. Amalor tool of management in

a nonprofit organization is cost effectiveness analysis. Also -

referred to as cost utility. or benefit-cost analysis, it prkvides

a useful basid'for decisionmaking, especially when PPBS is Wing
used. The essential feature of cost effectiveness analysis is the

comparison of alternative courses of action. If tWo alternatives' .411p

produce equal results, the one'with the loweqt cost is preferable. -

Likewise, where two programs have the same cost, the one producing

the highest benefits will be preferred. 1

- I

The benefit-cost apprveh impiles that benefits can be measured.

It is often difficult to quantify benefits, with sufficient accuracy.

However, by developing a carefully worked out set of objectives,

suitable measurements of benefits are possible.

2. BENEFIT-COST ANALYSIS

a. APPROACHES 76FINANCIAL ANALYSIS. Conley (1973) listed .

four approaches to the financial analysis of programs for the

mentally retarded.
I

(1) Net benefits. ,SubtraCt the total costs from the total

benefits; the difference is net benefits. If the benefits

outweigh the costs, the program is justified'from an economic
point of view. For example,'if the total costs were $70,000
and total benefits were $105,000, then the net benefits would
be $35,000, assuming the dollarvaluem-Ite comparable.'

(2)_ Benefit/cost ratio. In this apOroach, you divide the
total benefits by the total Coats; the quotient is the ratio
of benefits to costs; Values greater than one indicate a

net positive effect. Applyihg the above example, the benefit/

cost ratio would be $105,000/$70,000 or 1.5, i.e., every
dollar of cost woad generate $1.50 of benefits, assuming
dollar valUea'are comparable.'

4

4 .trnal rate of retarn. Compare the costs (discounted

it c nt bot'rowing rates) with the benefits in order to

determine rate ot'return on investments. In other words,

p
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compare ,the current borrowing rate witth the return,rate on
those funds. The program has a positive effect if the return
rate exceeds the borrowing rate.

(4) Payback period. Determine what period of time would
be necessary befofe the total costs could be recovered in
benefits. For example, if in the initial illustration it
would take 10_years to, build up.$70,000 in benefits, then,'
the payback period of the project would be fOyenrs.

4
b. DEFINITIONS. Costs have traditionally been easier to'specify
than benefits; an ts have been equated with expenditures, for
which receipts ordliKelled checks prove payment in full.' In

piactice, standard accounting procedures have been developed in
order to facilitate' the analysis and interpretation'of various kinds
of expenditures,

Capital costs are probably the ioSttvnspicuous, because they
are symbolized by bUklding, schoolgrourgts'and equipment. In less

concrete terms, new programs also entail large one-time outlays of
mv

money in:--the form of start-up costs for personnel, materials,
supplies, and facilities. If costing-out a program, these initial
costs for buildings or programs must be spread over the time period
for which they are effective to arrive at an average cost which is
not disproportionately high or'low.

Operational costs occur-on a more Orderly, less dramatic
-.manner. They include the costs for administration, instruction,
maintenance, etc. Because they are more or less fixed'each year,
they can be easily averaged. Unless they are join d with capital
costs, these operational costs wiil.seem unusual ow. Social

costs, are indirect and are not found in typical program budgets;
they are paid by society as a Whole. These costs refer to-services
provided by other,agencies (private and public) in the form of
frfacilities, transportation, and administrative overhead. Some

examples of these are insurance, utilities, equipment, services,
health care Ak materials, supplies, and public relatdons. They also
include subsidies for.training.of professionals (undergraduate or
graduate), in-service training; planning research tnd evaluation
costs, e.g., the role of the SEA in supervising programs. In
these cases, the costs-are not properly assigned to the pro ams,,'

thus, the expenses often understate the actual costs. In met
social costs include those expenses borne by the pupils theTiselves

_or their families for travel, health car-6, psychic costs-or
opportunity costs (which refers to foregone oppprtunity earnings
for mothers); and the costs-of fa ire or incomplete success must
be weighed to fill out the Picture.
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Costs accrue at a specific point in time. For this reason,

kdetermine the size of thecost and when it occurred; then you will
be able to figure out an accurate `everage annual cost. .

Beneficsof programs it special education, as well as main-
stream, appear more amorphous than costs.. Where they have been
measured, they are represented in terms of average or potential
productivity(dollats eained), or savings (dollars saved). The

newness of the benefit-cost approach probibly accounts for the rather

narrow view of Weighting concepts lid productivity and savings. In

the wake of post-World War II,prosperity, arguments based onStraight-
line economic projections were quite persuasive. As the state of

the economy shifted, however, this method of evaluating benefits had
to be'refined to adjust to real economic values and patterns.

c. APPLICATIQNS. To illustrate the approaches to financial

analysis, one must look at the conclusions Conley (1973)

reached after examining programs for the mentally retarded:
11.

Each dollar expended on that vocativial rehabilitation of18-year-
ol mildly retarded adult males-generate% an estimated increase in
future earnings of $14.00 in present-value.terms. The ratios

declined among older retardates, women, and ten the more seftrely
retarded, but inall ages were equal to or grea r than the driftedl

value of one., and in most cases, far above this value. This is a

benefit/cost ratio approach.
The lifetime educational costs oftbe mildly retarded were far

below their estimated lifetime productivity, stated in present-
value terms, even if they attended special e, cation clasies for
the entire time they were in school. These lila arisons were much

fleas favorable for the_moderately retarded, althbugh it'is probably
that the data underestimated their earillwotential. This is a net

benefits approach.
The custodial costs (those exclusive -of normal consumiition and

developmental expenditures) of lifetime institutionalization of they`
retarded are almost $400,000 (1970 dollUrs). Prevention of.inatitu-
tionalization may be a significant part of the=benefits of extending
additional community services to the retarded.

A substantial share-of the benefits of developmental expenditures
of the retarded are received by taxpayers, in the form of reduced
provisions' of public maintenance. and increased tax payments, probably
about one-half of their earnings.

The benefits of prevention are large. FoP each case of severe
retardation among males that is averted, the undiscounted total
gain to society is almost $900,000 (1970 dollars). For an'18-year-old'

Adult in 1970, this would have a present value of over $200,000.
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3% FISCAL, AUDITING.

a. PURPOS Auditing e ascouning records of anenterprise is a

standard-pro dure follow d by private businesses and industrial

concerns as well as gove* nt entities.' Dramatic acid substantial

changes have token place in the form of accounting records, following

the development of electronic dataprocessing systems. Thus, the

traditional procedures of auditing have been modified to fit the

changes brought by the computer acQ. The principal purposes of a

school district audit iFe'as follows:

To protect the board and the employees of the district

To furnish assurance to the citizenry of the district that

funds and properties are being properly administered
To determine the adequacy of internal control

.
TO take recommendation for improving the accounting procedures

and administratfe policies and practices
To provide a report on the financial condition of the school

district
To determine the adequacy of property records and inventory

valuations.

b. INTERNAL AND EXTERNAL AUDITING. The two principal types of

auditing are internal (preauditing) and external (postauditing).

The prime objective of internal auditing 1s to minimize mistakes and .

avoid legal difficulties. Preauditing consists ofSqpntinual review,

evaluation-and improvement of the district's system of internal

control and'checkin the validity of requisitions, purchase orders,

contracts and other transactional documents prior to-approval for

payment.

#

A system of internal control Is a built in check against accidental

and intentional errors, and theft. It require& that-accounting duties

and the work flow be organized in such a way that the accounting work

of each employee is checked by other employees working indepen ntly.

Internal control fqcuses on transactions involving cash receipt

cash payments, and payrol operations. Adequate- internal auditing

gives assurance to the board that its financial policies are being

observed and that chances for error are'minimized.

Some_of the characteristics of external or postaudits are

as follows:

IF

They are made at the close of the fiscal year's ope ations.

41, External, audits are made by independent auditors -, n ,by

employees of the district.

. I. The audit report is forrally reported to the superintendent.

Pos taudits are made for each successive fiscal'year without

interruption.

6.
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c. A DITOR'S EXAMINATIv . The sco a of the examination and the
'methods =ed by the postauditors 1 vary from district to diptrict.
However, 'he following items are among those that are usually
'examined:

Board Minutes
The adopted budget
Ledgers,',Journals, registers, and other books of accounts
Tax collections and delinquencies
Original documents authorizing making of payments,
All receipt records .

Bank depbsit records
Deeds

Securities
Sinking funds, bond funds, trust funds, and otter special funds
Insurance policies
Verification of inventories
Count of cash not deposited

- Security bonds

d. AUDIT-REPORTS. Audit reports should include the following:

A letter of transmittal
A statement of scope.and limitations of,the audit
The findings

Ai" Recommendations for improving procedures
Financiil statements and schedules,.

e. LEGAL REQUIREMENTS. External audits should be made by auditors
trained and experienced in public accounting. Several states

piovide state auditors or public examiners to oversee the audit

procedures for school districts.

'Minnesota statutes, Y971, Chalker 215.32 provides that the
public examiner shall prescribe minimum procedures for auditing the
books, records, accounts; and affairs of local governments in
Minnesota. Chapter 215.33 provides that Any public accountant may
engage in the practice of auditing the books of school districts.
The Administrative Manual for Minnesota Public'Schools includes a
regulation (Edu 8) of the State Board of, Education requiring that
all school districtS, except common districts, have an audit at
least biennially. However, since some federal assistance programs
require an annual audit; it is recommended that school district
accounts be audited Annually.
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REVIEW OF WERIAL

In Objective Iii, Managing Funds, three basic areas were

covered: fiscal planning, operations, and financial analysis.

Eath of these categories have been broken down into specific per-

formance objectives and assigned a minimum level of performance--

awareness level, general operation, or technical performance. At

the same time, each specific area objective was judged as to the

relative level of importance it carried, i.e., low, medium, or high

importance.

Section A explored fiscal planning. This included financing
education with its restrictions through public and private sources
of revenue, proraticip of state aid_appropriations, excess cost'

reimbursement, and income management.

Section,B which covered the operations area had been subdivided
into four categories: accounting procedures, transferrieg funds,
monitoring reports and expenditure control, and pyrchasing services.

Section -C dealt with the area of financial analysis. This
section was also subdivided into three areas for easy'access: cost

accounting analysis, benefit-cost analysis, and fiscal a it.

The written assignments and the required readings lave also been
divided according to its correspondidg section. Also.included at the
very end of Objective III are three evaluation sheets--one-for the
completion of Section A, one for'Section B, and the third for Settion C.

WRITTEN ASSIGN MW

) Fiscal Planning-

1.

z

ew the State Department of Education "Memorandum
on policy issues." Assume that the sametype of memorandum

d betn issued for a prOgram of educable mentally retarded.
Use your own school. district figures to calculate the

cost above average cost. Compare this to the current

aids you receive for this program. Show your calcu-

lations in detail and state your reactions.

OperationsExpenditures Management

1. Enclose a copy of.your district's expenditure report

dealing with the special education department.
Demonstrate, by reference to the report, how the .

expenses are classified by object, by fun (and

by responsibility or program, if so classi ed).
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2. DisCuss the merits of your district's classification
of expenses. -List any unusual characteristics of the
report, or any changes you would suggest to enhance

its use.
4 a

3. Using a reallocation form, complete a form for each of
the following_transactionk,,including signatures
and dates (note: insert the account title in the

column headed State Code):'

a. You find it necessary to increase the follo ing

accounts:

Account-code 460-910-516 - Printing J $200.00

Account code 460-910-604 - Office Sul:4Q; 400.00

Account code 460-910-.802 - Furniture 50.00'

b. You want to decrease the following accounts equally
to maintain the budget balance:

Account code 460-910=512 -7 Microfilming
Account code 460-910-901 - Interest Expense

c. The deputy, superintendent has $500.00 in his ia-service
account, code 200-910-581. that he is willing to
.transfer to your budget for use for additional text-

books. Designate att increase to the. textbook account,

code 300-91b-702.

4.\ You find it necessary to increase your budget for
tuition Tor your special education pupils paid to

\other distriCts by $20,000. Compose a memorandum to

\your immediate superior requesting board approval,for
this budget increase.* Explain the reasons for the
teed.

r5. The printout shown in the required readings represents the
monthly Expenditure Report for January, 1974,for the
finance department. Let us suppose it is for the
Special Education Department.

,
a. You are scheduled to meet with your superior to

discuss your operation to date.. Give the rationale
yOu would use to explain:

(1) Why the account Verical Salary (#452) shows
expenses of only 45 percent after seven months,
of operation (Fiscal year is July 1--June 30).

1.1Tt,

(2) Why the Space Rentals account.(#550) shows
expenditures and encumbranceA of 120 percent`
of budget.



(,3) Why the Employee Disability Income account
#574) shows expenditures and encumbrances to

date of 145 percent of budget.

(4) Why the Interest on Certificates of Indebtedness
,account (#905) shows expenditures and encumr
o )brances to date of 323 percent of budget.

b. Would you say that the expenditures and encumbtances
to dafe\for this department for most objects aVe in
line with the budget? Over budget? bt under budget?

c. What ite strike you asIbeing unusual in this report?

6. Develop a comp ete set of written Odiecifications (long-
form) for obtai ing 12 overhead projectors for your
district by the\opening of school next September.

7. Using the forms' cluded as required reading or forms
of your school district:

a. Complete a req isitiOn for Lincoln Schml by,your
authority to obtain 6 overhead projectors (specified
above).

\

b Complete a Purch se order to obtain 12 overhead
projectors (speci ied above) fro6 the winning"bidder,

First' Electronics ompany, 5012 Main Street;
Minneapolis, Minneota. #

c.- Complete a request or pasting feeS to an EMR
consultant by using proper form.

d. Complete a request fa
- yourself by using a p

e. Complete a
tutor.

Financial Analysis

eage reimbursement fon
form,

request for\ayi g an hourly rated

1 Calculate the total costs for
prOgram you were involved in 1
six-year secondary SLBP progra
last yeails expenditures as the
calculations.'Be sure to take
capital outlays which support yo

- Estimate as best you can the amo
as well. Then determine what per
costs was borne py the pupil, his
district, the cooperastive,,private
county, state and federal guvernme

*v.

special educatioq
ear,. e.g., a.

e your regard of
s,for these
ccount previous
rrent program.
indirect costs

ge of the total
y, the school
cies, local,

as

to

r c
t'o

ent

fami
age

S.
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2. How long does,a pupil spend, on an average, in your 101 '

special education program? What then would the average
program coit'be for atpupil to go through your program
successfully (by your dwft definition)? Assume -

- that your program remains withOut maj.oT change and
that the price differentials for the various levels,4.
continue. Then determine what proportion of these?
costs are borne by the pupil himself, his family,
the school district, the cooperative, private and
public agencies?

REQUIRED READINGS

i0 Fiscal Plannihg &*.

1. Johns, R. L., & Morphet, E. L. Financing the public
schools: Englewood Cliffs, N.J.: Preritice-Hall,
Inc. 1962.

2. Johns, R.,
Financing
Columbus,
1972.

.
L., Alexander, K., & Jordbn, K. (Eds.).
education--fiscal and _legal alternatives.
Ohio: Charles E. Merrill Putlishing Cog,

.

3'. Memorandum. St. Paul: Minnesota State Department of
Eduqation, 1974. -q

41 Minnesota Statutes, 1971, Section 120.17,

5. Popoviah, P.S., & Krafts, School district
investmentslegal citations. 1972.

Operations--Expenditure Management .

1. Administrative Procedtire.

2.

6,0

Barlow, C.W. Purchasing for th newly appointed buyer.
New York: American Nanagentgilf Association; Inc., 1970.

3. Budget Reallocation and Maintenance FOrm.
'

4. ClaAsificaaSn of.Expenses by Function.

5. Classif.icarion of Expenses by Object.

6. Classification of Expenses by Program..
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RECO! RED, READING

P

.
Fiscal Planning

.0

r°

SAFEGUARDING MONEY'S`

a ,
111.

41111111'

.The broad csncept4of safeguarding moneY'involves practically

every phase df educational administra&ionand organization. If

insufficient funds are invested in education, the &nay that is
expended does not yield aship a return per dollar as a larger
investment. If the syattaCof-taxation for school support is
inequitable, the result will be an under-i vestment in education,
an unfavdrable incidence on the private eco omy,or both. If

the organizational planperpetuabes unnecess small, inefficient
school districts or school centers, the result is lower educatibnal
returns per dollar invested than should bereceived..'Il planning
dogs not result in an appropriate synchronization of the educational
plan, the spending plan and the financing plan, the result is
-lower educational returns' per dollar6Onvested than should be
.received.. If school funds are not expended judiciously, less
edufation is purchased than should be expected from the money
expended.

_

- School funds can be lost or misused dbe to dishonesty;
accident, carelessness, 4nisfortune-, or ignorance of the law: _.,

The special meaihres'Which should be taken by a board to prot ct
itself and the.peOple from loss of funds due to tffese causes are

,eresented in titis,reading. They-include.knowledge of the following:

'investments,
depositoriels,

bonds, and
handlg cash.

:*
Johns, tt.L., & Morphet, E.L. Financing the public schools.-

Englewood Cliffs, N.J.:.Prentice4iall, Inc., 1962. (Summary)
10.
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REilUIRED READING

.4.-
411.

."

Fiscalo Planning- 4'

fk-

J ',MEASURING EDUCATIONAL' NEEDS AND COSTS
*

Adequate financing of education requires a structure of
programs and other component parts that are functional in relation
to the instructional and learning activities`Th the system.

This reading presents a method of measuring differential,
cost of designated instructional progrups in ear,ly childhood,
elementary, and secondary school levels. The structure of.
program categorieei.is compatible with sound principles of
arganizing'instructional and leareng activities, This Metflod

of program costanalysis has the following advantages:
. .

provides-a useful structure for officials in the local school
district to -evaluate-,progrAls, alternative,options, and needs;

provides a basiiifor improving the equity An the distiibution

of state an4 federal funds to local school districts; and
provides an improvement in present procedUres for intterpreting

the achievements and needs of the public schools to the citizens
at large.

. A, g

y
*.

In addWont, a the operating costs of designated ptograms,
there are supplementary related costs that must be treated adequately:
as special entities in a state.finance plan. These include

r

capital.out110;, food service, transportation, correction-hit
size of operational scale in extremely sparse areas, cost of
liying Variationand adult and continuing education.

k

. ar

The measurement of costs in this study is based on two

consideratiOda:

4 to improve the rationality in such
public'educgtion; and

.to provide methods for achieving-
opportunity for every child in-America.

a complex enterplise as

the-goal of 461 educational

a

1

Johns., R.t.,'Kern, Jordan, K. Financing education -- fiscal

and legal alternatives. Columbus, Ohio: Charles E. Merrill

PublishAng Co., 1972. {Summary)
. FM III -35
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REQUIRED READING

Fiscal Planning

a

ITE710RANDRM

Iv. '4. .superintAndeots-
Local Program Directors
Area Vocational- Technical Institute

is

.
4

4.

DATE: January 31; 1974

FROM Coordittor
Secondary Vogational-frograme

SUBJECT:. Policy Issues

a.

For our discussions on added costVI have included a. number of diagrams which
should help explain.the added cost concept to you. We will be discussing
these !materials during -the meetings.

.

There are twoways one can calculate an added cost. I have called these

Method tl and Method #2. Method #1 compaies & vocational cost on a prd-
gram-br-program basis to the average nonvocational program cost. Eacbc-dat

is detrained on a per instructional contact hour (ICH) basis. Method t2
Compares the same vocational cost/ICH from Method #1 with the receipts re-
ceived bya local district in terms of, its mointenande levy and foundation ,

aid. The differencebetween fhe vocational cost/ICH and the receipts/ICH
equals the added cost. These-two methods are depicted on pages 1-7- (large
numbers) on the materials.

e

a
Page one indicates that if one examines all maintenance expenditures for a
district,,they an be classified into general categories: (Remember that

the added cost formulae will cover` maintenance expenditures only) 1) mi.=
diitinguishable (gtoup'A); and 2) distifiguIthable (groups .13 and C on the
diagram). Non-distinguishable iteMs are such things as' administration, op-t
orations, maintenance, fixed charges, ttc. which cannot be direttly attri-
buted'to either elementary or secondary programs without mote detailed anal-
ysis of expenditures or application of a pro-rating *formula. :Thus, to de-
termine the portion of non-distieguishable cosh which ire applicahle to a
secondary program; we apply a formula An the relationship of 1 to 1.4 and
essentially pro-rate 58.33% of non-distinguishable expehditures to a sec-
ondary student as...compared to an-elementary student. This results in the

situation on page two where we now have istinguishable'secondary maintenance
$



,.
,

-

. . .
-

expenditures in the form pf direct item such as secondary teacher's salary,
iecondaiy principals, secondary coordinators, etc.,, aid a pro-rated share

of the .previous non-discinguishable items. If we further break down the .'
secondary maintenance expedditures, we can classify .Chem into two groups, 44

ecording to their distinguishability as vocational or non-vocational items.

'

On page three, those items which are non-disiinguishable(gtoup "Ware those
which'have costs associated both to vocational and non - ,vocational programs.
_These incluge'secondary principal, secondary librarian, secondary Coynselori

etc. Thereis also a portion of theoriginarnon,distinguishable items such
as administration and operations whiCh are aIsoAincluded in this group.
Another group (group B) is distinguishable between vocational and ncon-voc-
ational. At this point, we apply a formula based on a proportion of ins-
tructional contact hours (ICH) in vocational.programs vs. non-vocational

programs: This results in the situation depicted-.on page,four whyre-there .
are distinguishable vocational maintenance expenditures classified as direct

and indirect (Figure A) as well as distinguishable non -- vocational maintenance
'expenditures (Figure B). If wehen divide each of these by the number of
instructional contacthours in vocational and non-vocational programs.res-
pectively, we arrive.-at the situation dePictecfron.page'five.

Page five indicates that for distinguishable vocaltiOnal.maintenance,_there
are. direct and indirect-portions of cosies well as a similar situation fee -
distinguishable non-vocational maintenance expenditures. By adding direct

and inditect costs, a total ci5s4 is obtained as shown Int page tix. By, cbm-

paring
,

the vocational cost (Part A) vs. the average non - vocational costs
(Part B) and subtracting the, two; we arrive at the differential wkich is'

called ."vocational added cost." The above is figuron the basil of Method
#1, that is, the added cost determined by comparing vocational dots to
non-vocational tosts.

1

s 4
_

4

To compute the added cost by Method #2, the
.
same. formula is Applied to 4-.

terming the vocational cost per .istructional contact hOur.as stated bove..
Mile results in exactly the sate coat-per vo6ational'prOgrat as undat the
previous formUlation and is depicted in Figure kon'paip seven. However,,

the added cost of Method #2'is obtained by comparing the'vocatiOnal:.cose

per instructional contact hour'tothe combined "total of a. focal levy and

foundation aid per instructional contact ho4.' B, aubtraCtihg thete tiro, the

Added cost is obtained. This added colt is usually different from.,that un-
der Method () l and is "Usually greater than that under MethOefitl...TINIsr, .,

.there are^two ways to Compare the added costs of vocational progiamA.
r- ., .

'

. ,

r

Traditionally,,added costs Nave been made on the basis,:otMethpOl.. gow-_

ever, Method t)2* provides i much simpler hmans'of arriving at-thareddea coat

since you use only,the local levy and foundation aid. thus.iider Method ,

#2 in relationship to the cost of the vocational program, the state would
be responsible"- or providing a proportion of the cost through foundation

r aid; the local district would be responsible Tot providinge4rofbrtion
*... through their local levy (equivalent to the average that they provide for.'

all programs) and thirdly, if there is an added cost, the state would pick,

up this added cost through a vocational categorical aid.
I*

.---W---41tr,lit-11.4-furads to ba asked is Whether there are 'other 'gig-
nificant incomes to--both secondary vocational education and non-vocational
education besides foundation aid and the local tax hwy.. *

FM I1I-38
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pom-DtelosulsmatE

ELEMENTARY-SECONDARY

ADMINISTRATION

OPERATIONS.

MAINTENANCE, ETCti

4

twromsoct EXPVIDI

4'

DISTINGUISHABLE

ELEMENTARY TEACHERS

SALARIES

ELEMENTARY PRINCIPALS

4.

FORMULA

1 . 4

(APPLY FORMULA TO PRORATE 53.33

'OF NON - DISTINGUISHABLE EXPINDITOkil

TO A,SECOMDAY STUDENT)

dr,

DISTINOUISHOLL SECOMMART HAINTENANCE EXPPIDITUR!

SECONDARY TEACHERS

SECONDARY PRINCIPALS

ETC.

PRO-RATED SHARE OF

ADMINISTRATION

OPERATIONS 4

. MAINTENANCE, ETC7

r 4
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SECONDARY MAINTEANCE EXPENDITURES

MON-DISTINGUISHABLE

SECONDARY PRINCIPAL

SECONDARY LIBRARY ETC.

SECONDARY PRO-RATED'SHARE

ADMINISTRATION

OPERATIONS, ETC.

A

DISTINGUISHABLE

VOCATIONAL IIAINTENAN

DISTINGUISHABLE

DIRECT

VOC TEACHER'S SALARIES

VOC TRAVEL, ETC.

IVIREC/

Stcouay PRg-RATED

SECONDARY PRINCIPAL
ECOIDARY LIBRARIAN

ETC.

ELECISECi PRO-RATED

ADMINISTRATION- -

OPERATIONS, ETC.

A

B

fORMIILA

PROPORTION OF

I H

7*

(APPLY FORMULAOTO PRO-SATED PROPORTION OF

NON-DISTINGUISHABLE EXPEIZITURES EASED**
4

UPON THE mumagnof VOCATIONAL,INSTRUCTIONAL

CONTACT HOURS (ICH) VS. NON-VOCATIONAL ICH)

5

DISTINGUISHABLE

HON-VOCATIONAL MAINTENANCE,

DIPFCt

PION VO*TEAC HER S * SALARIES.

NON VOC. TRAVEL, WC.

ECOHDARY
ECOtiDARY [707%

ADMINISTRATION .

OPERATIONS, ETC.
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DISTINIPAHABLE

VOCATIONAL MAINTENANCE

DIRECT / I C H

IkDIRECT / I.0 H

A

HV-o c,.

COST T /

I C_H

A

-

METVOD S I: COMPARE VOC COST/M1 TO TgE AYtRAGE 4

NON-VOCATIONAL COST/ICN: THE DIFFERENCE WOULD

DISTINGUISHABLE

MOH-VOACTIBNALMAINTENANCE

DIRECT / I C H

INDIRECT / I C" 111

B

ADDITION

(ADD THE DIRECT AN INDIRECT TO GET

A.TOTAL COST/ICH)

f

ADDED COST DETERMINED BY COMPARING YOC. COST

TO NON - VOCATIONAL COSTS

GO-

SUBTR'ACTIO N

BANE ADDED COST.

S.
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ADDED cost .nerrinsi inompmt NG

yot. T TO.LENTPOUNDATibli AID RECEIPTS

ADDED COST''

LOCAL LEVY /

ICH

FOUNDATION'AIDY

ICH

B

'PlEtHOD #2:
COMPARE VOC. COST/ICH TO THE TOTAL©

OF-LEVY-FOUNDATION AID RECEIPTS; THE .

DIFFERENCE WOULD BE THE ADDED COST.

1

1

-
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%REWIRED READING.

Fiscal Planning

MINNESOTA STATUTES, 1971.

10.15 SCHOOLS FOR TRUANTS AND DEI1N-
QUENTS. Boards may maintain ungraded schools for
the instruction of children of the following classes be-
tween seven and 16 year of age:

-(1) }Iabitu.l truants;
(2). Those incorrigible, vicious, or immoral in con-

duct; and
(3) Those who habitually wander about the streets

or other public places during school hours without law-
ful employment.

AU such children shall be deemed delinquent and the
board may compel their attendance at such truant
school,- or any department of the public schools, as the
board may determine, and cause them to be brought
before the juvenile court of the county for appropriate
discipline.

1E:1959 q 71 art 1 # 15]

120.16 INVESTIGATION AND AID TO CRILDRef.
Subdivision 1. Resolution; certification. When a board
finds, by resolutionothat any child in the district is un-
able to attend school because his financial resources and
needs require his employment elsewhere, the clerk shall
certify the resolution of such fact to the county board
of the county of the child's residence.' Upon such certi-
fication, the county -board shall, after investigation,
furnish such aid as will enable tbrchild at attend school
during the entire schotil year.

Subd. 2. Reports; children receiving aid. The tru-
*zit officer or other authorized officer shall notify the
teacher to whom any child receiving aid under the pro-
visions of this section may be assigned. It shalibe the
dtity of the teacher having charge of such chlfI4 to re.
port +monthly. to the board the progress such child is
making in his school work, and the record. of attend-
ance, together with such other information as may be
deemed necessary by the teacher.

tZx1959 c 71 art 1 a 16)

tearr IimfmcAPPED -anunam. Subdivision
1. Special lastrueflon for handicapped children a
school age. Every district and unorganized territory

FM

251i

or

4

v

shall provide special instruction and services for handi-
capped, children of school age who are residents of the
district and who are handicapped as set forth in Minne-
sota Statutes, Section 120.03, Subdivisions 1, 2. and 3.
Every district and unorganized territory may provide
special training and Services for school age residents
of the district who are handicapped as .set forth in
Minnesota -Statutes 1969 Section 120.03, Subdivision 4.
School age means the ages of four years to 21 years
for children who are deaf, blind, crippled or have speech
defects; and five to 21 years for mentally retarded chil-
dren; and shall not extend beyond secondary school or
its equivalent. Every district and unorganized territory
may provide special instruction and services for handl-

-capped children who have not attained'school age. Dis-
tricts with less than the minimum number of eligible

-handicapped children as determined by the state board
shall cooperate with other districts to maintain It full
sequence of progi:ams 'for education, training and serv-
ices for handicapped children as defined in Minruisota
Statutes 1967, Section 120j)3, Subdivisions 1; 2, and 3.
A district that decides to maintain programs for train-
able handicapped :children is encouraged to cooperate
with other districts to maintain a full sequence of
programs.

Subd. 2: Method -of *pedal instruction. Special in-
struction or training and services for handicapped chil-
dren may be provided by one or more of the following
methods:.

(a) Special instruction and services in connection
with attending regular :elementary and secondary school
classes;

(b) The establishment of special classes;
(e) Instruction and services at the home or bedside

of the child;
id) Instrtiction and services in other districts;
(e) Instruction and services in a state college lab

oratory school or a University of Minnesota laboratory
school;

If) Instruetfon and ilerviies in d state residential
school or a school department of state institution ap-
proved by the commissioner; or by any other method



approved by him;
(g) Instruction and services in other states.
Subd. 3. Rules of state board. The state board shall

promulgate rules relative to qualifications of essential
personnel, courses of studS, or training, methods of in-
struVon and training, 1)011 eligibility, size of classes,
rod, equTrtnent, supervision, parent consultation and
any other rules and standaras it deems necessary, for
instruction of handicapped children:

Subd. 4. Special instructions for non-resident chil-
dren. The parent or guardian of a handicapped child
who resides igri a district which does not provide special-
instruction and services within its district may make
application to the commissioner for special instruction
and services for his child under one of the methods
provided. t -

If the commissioner finds that the local district is not
providing such instruction and services, he shall ar-
range for the special instriction and services provided:
If the instruction and services are provided outside the
district-4ot residence, transportation or board and lodg-
ing, and any tuition to be paid, shall be paid by "MT
district of residence. The tuition rate to be charged for
any handicapped child shall be the actual cost of
providing special instruction-and services to'the child
including a proportionate amount for capital outlay and
debt service minus the amount of special aid for handl-
tapped children Yeceived on behalf of that child. If the
boards involved' do TN agree upon the tuition rate,
either board may apply to the commissioner to fix the
;ate. The commissioner shall then set a date for a hear-
ing, giving each board at least ten days' notice, and
after the hearing the commissioner shall make his order
fixing the tuition rate, which rate shall then be binding
on both school districts.

For the purposes herein, any school district or unor-
ganized territory or combinations thereof may enter
into an agreement, upon such terms and conditions as
may be mutually agreed upon, to provide special in-
struction and services for handicapped children. In that
event, one of the participating units may employ and
contract with necessary qualified personnel to offer
services in the several districts or territories. and each
participating unit shall. rAt bursa the employing unit
a proportionate amount e actual cost of providing
the special instruction and services, less the amount of
state reimbursement. which shall be claimed in full by
he employing district. .

Subd. 5. School of parents' choice. Nothing in this
chapter shall be construed as preventing ra-repts of a
handicapped educable child from sending such child to
a school of their choire,, if tifey so elect, subject to,ad-
mission standards and policies to bt adopted pursuant
to the provisions of Minnesota Statutes, Chapter 248,
and al: other provisionl of Chapter 71, Extra Session
Laws 1959.

Subd. 6. Placement in another district; responsibil-
ity. The responsibility for special instruction and serv-
ices for a handicapped child temporarily placed in an-
other district for care' and treatment shall be deter-
mined in the following manner:

.(a) The school district of residence of such a child
dlitrlct

living, or his guardian, or the district designated by the
commissioner of education if neither parent nor guard.
Ian is living within the state.

(b) The district providing the instruction shall
maintain an appropriate .educational program for such
a child and shall bill the district of the child's residence
for the actual cost,of providing the program, as (Outlined
in subdivision 4 of this sectionexcept that the board,
lodging, and treatment costs incurred in behalf of a
handicapped child placed outside of the school district
of his residence by the commissioner of public welfare
or the commissioner of corrections or their agents. for
reasons other than for making provision for his soerial
educational needs shall not become the respon,ibilny
of entice-the district -providing the instruction or the
district of the child's residence.

(c) The district of residence shall pay tuition and
other program costs to the district providing the in-
struction and the district otresidence may claire foun-
dation aid for the child as provided by law, Special
transportation costs shall be paid by the district of the
child's residence and the state shall reimburse for such
costs within the limits set forth in Minnesota Statute,
Section 124.32, Subdivision 3.

Subd. 7. Placement in state institution; responsibil--
ity. Responsibility for special instruction and services
for a handicapped child placod in a state institution on
a temporary basis shall be determined in the following `
manner:.

. (a) The legal residence of such child, shall be the
school district in which his parent resides; if living or
his guardian if neither parent is living within the state;

(b) When the educational needs of such child can
be met through the institutional progra e costs for
such instruction shall be paid by the d artnaent to
which the institution is assigned;

(c) When it is determined that such child can bene
at from public school enrollment, provision for such
instruction shall be made in the following manner:"

(1) Determination .of eligibility for special instruc-
tion and services shall be made by the commissioner
of education and the commissioner of the department
responsible for the institution; .

(2) The school district where the institution is lo-
cated shall provide an appropriate educational program
for the child, and shall make p tuition charge to the
child's district of residence for the actual cost of pro.
%riding the program; 'I,

(3) The district of therchild's residence shall pay the
tuition and other program costs and may claim founda-
tion aid for the child.

Stibd, 8. Residence 14 child whose parental rights
have been tprminated. The legal residence of a handi-
capped child for v. horn parental rights have been terrni-
nated by court order .and who has beer. placed in a
foster facility shall be the-school district it watch he
has been placed. The school board of -the district of
residence shall .provide the same educational pragram
for such child as it provides for an resident handicapped

.children in the district.
i1x1959 o 71 art 1 a 17; 1961 o 559 a t; 1961 c 690 a 1;
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REQUIRED READING-.

Fiscal Planning

SCHOW, DISTRICT INVESTMENTS*

For the parposes of this analysis, school -funds subject.
to investment have been divided into two categories: sinking
funds and other funds.

, Sinking funds_arojdefined,hy:Minneioti Statute 475:51,
Subdivision 6: .`\' . .

_

, .

Sinking fund means any fund or money held in the . ,

treasury of a municipality appropriated or set aside
to pay The principal and interest or-either.of them, i

or any of its obligations. '. - /
.

The following are authorized investments for sinking fund-- .

balances:

federal obligations of the United States (M.S. 475.66);
general obligations of the state A Minnesota (M.S. 475.66);
general obligations of minnesota municipalities.(M.S. 475:66);
securities issued by federal home loan banks', federal

in mediate credit banks, federal landbianks, banks for cooperatives,
and deral mortgage association (M.S. 475.66);

issue for which the sinking fund is created(M.S. 475.66);
the bonds of the governmental sUbdivisionhich created the

sinking fund;
metropolitan airporttconimission bonds (M.S. 360.118)-;

s c

OR

.*

Popovich, P,S., & Krafts, 14e4chool distiictinveatments---leel
citations, 1972. (SummdrY)

:FM,I11-45
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,Minnesota higher education eapilitiei authority bonds (M.S.-136A, 38);

state college board bonds (M.S. 136.32); and

farm4r home insured notes.
I

The fallowing are authotized investments for o9er school district

funds.: 4

United States bonds (M.S. 118.2);
borids of any county', city, lewre;,vailluie, school district,,

drainage or other public purpOse distrfct in Minnesota, Iowa,
Wisconsin, and North and South DakoxA(M.S. 118.2, 124.05,
Subd. 3);

bonds of any city, couralec-towl4village, scher'dstrict;
drainage or other public purpose district in th(vhited-S.cates

with at least-3,500 inhabitants and having bonded indebtedness

not exceeding ten percent of its assessed valuation..(M.S. 411160

United States treasury bonds with,a maturity date not exceeaing
five years (M.S. 124.05, Subd. 3);

certain United States agetey securities maturing in not Or*
than five years, i.e., federal home loan banks, federal intermediate

credit banks, federal land,pankt, federal national mCitgage association,

(M.S. 124.05; Subd. 3);
United States treasury bills (M.S. 124.05, Subd. 31;

t United Stales certificates of indebtedness (M.S. 124.05, Subd.3);

United States treasury notes (M.S. 124.05, Subd. 3);
certain certificates,of deposit under certain conditions

, (MtS. 124;05, Subd. 3);
\ farmers home insured notes;
-Minnesota highei education authority bonds (M.S.".136A.38); and

State college board bonds (M.S. 136.22)."

40
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REQUIRED READING' /''

Operations -- Expenditure Management

t

SUBJECT: tENTRAL STORES RM.'

The'Cential Stores Requisition is a
from the School District Warehouie.
Warehouse is found' in the Warehouse
sheets,

A. FILLIM

1.

Y

k,

.*

niisir

PrixollOro No. PU-4.3.O

Pogo 1 of 2

SITU* FORM PU,-110
g _ r

five part form used,to requisitiOn items'
A listing of items available fromAhe

Catalog and on Warehouse Oaterog-i4pplement.

OUT THt FORM:

Forma, shoutt be typewritten' or filled out with.ballpoint
please press hird.

$
2. At the'top of the form.the date, school department should

be filled in. The-itempordered will b Charged'and,sent to
the department of; the school that-is indicated y Example:
If the items are for/it schoolN. general supply,
departmentwould be Sup _TP,00m and the 'school's supply
budget would be, charge or the order. Note: Your BudeetCode
must be shown either-bestde or below,the department.

/1:

3.

1

5.

ip

-

DeliverrInstructione: Normally the box marked "same la:ationl
_location as above" would be checked., ,However, if the items
are to be charged to-one schdol and delivered- to another, the
lox marked."thia-location" woUld .Va checked'inZ-the delivery
point'written in next to .it. No Thi, Principal of the
school whose budget is being charged must sign the requisition,

,regardless of .the delivery location. ,

Find the items needed in the cog and fill out.therequest
as shall on the :tamped, Pleads pay close attention to the
baSIc unit.' If the basic unit is dozes and a-two (2) is
plaCed in the ordered columnittWo dozen will be sent.

* _Note: Fractional unit qugntities should not -be ordered.
,The basic units shan in the catalog are the
smallest quantiVes.which wifl be sent_ out.,.

#
vale: The. blanks marked "Commodities requested by"-

and 96Willapental" do not hive to -be signed unless it is .*

thePrincipal's policy to do-so.- The approval of
PrincV4m11 is reqUieed on all requisitions. quests for
Capit4,0mtlay and Replacement items watts signed by the
Pyramid. Director prior to wubmit,ting,therequest to Purchasing.

1

4
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f

Prb;iledbeellie. PU-110

PIP. 2 Of 2

[

76. When -thta.bove titers haVe'bein eomplete ths'whiie "Originators
Copy" should be reboved andrkept in the schopl. 1Do,not remove
the carbon sfieete)". The rest of the form (wfth CLipons Intact)
are to be sent to the Purchasing Office to ULM.

B.' WHEN DELIVERIES ARRTVE:,

1. Defies will temarked with the requisition number'
that apprears in the upper right-hand'corner.

2. A packing list will accompany the order; gold if it is the
first -delivery of ax!rder; blue if it is a'ahipment of
back order items. QuantitieeshiNed and bitdk prdered will
be. indicated on the shipping copy.

3... If the blue "beek order" copy arrives and there are still
items not shipped, these will automatically be cancelled
and a new request for thosrems'ahould be filled out.

A

4/131i

Related Comments:

-1/

'Purchasing Department

Issued: August 20,. 1974

&

, ,
4Central Stores Requisitions are not "encumbered", rather;
they are. directly oharged,againsi-"cash disbureedn'atothe

time the request .4 4111:1111.4A04f,...43:49X4ordexateatt,Are,,,,..,,,,---,
cancelled, a c will be applied-against the'appropriate
budget account.

To reduce cpstly paperwork, it is suggested-that items
Which are used by,masy departments in a schoolbe budgeted
and ordered under the apprdpriate principal's Budget accoi
repther than orders ig the sate item on, several departmental
requests.

4

ti

4
-

' r

SP.
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CHARGE TO BUDGET OF:
SCHOOL OR LOCAT ION

REQU

N iO217 - ,

DEPARTMENT
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a

"...-. . -.
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PRICE

TOTAL
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.
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ACCOUNTING
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CENTRAL STORES REQUISITION=

ft, ft..

DATE

t

CHARGE TO BUDGET OF-4.,

SCHOOL OR.LOCAT ION

.0EPARTMENTI

* RI QUISITION

NO. 102.17
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UNIT
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..
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TOTAL
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DEPT. USE ONLYSA C°
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?DATE
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CHARGE TO BUDGET OF:'
SCHOOL OR LOCATION

N 0217
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DELIVER TO:
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,
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_

1.1
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VALUE

ACCOUNT. DISTRIBUTION
ACCOUNTING DEPT. USE ONLY

.

SA --- Ic..--cd--r.,-- -
f..,P:-:= "'' ..F'E... FUWO G. L. COG DEPT De T Ast

a' '1.
. I

. .

I ,

.

. .

.
a.

. .

.
.

. 4111
a

,r---
1 1

.-.-1--i--
4 .

.
.

7. . . . . .

HH 'H.- , . v
_

I .
Li,

gD

t
.

.
.

, .

-',,' . . ..,

ti.
.

-, .
.

,

1

' r
_ s

*

.
a

. -

. .

,

COMMODITIES REQUESTED BY
4

o

C ;

AO

'266

- -J
AO. OF CTN.

S.

, OE PARTmENTAL

APPROVALS

PRINCIPAL

DELIVERED BY RECEIVED BY

ttk,ORDER COPY

SUPT

H. OFFICE

267



PIA LPL ttO

4) /-
CENTRAL STORES(REQUISITION
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L
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ITEM
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. REQUISITION
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SUBJE6T: ADMINISTRATIVE "PROCEDURE STATEMENT COVERING PETTY GASH FUNDS_

The following instructions 'outline the procedure for handling a Petty Cash

Azad and its related forms.-.7
4

The purpose of-a

.handlingsroutirie

,valid petty cash

Pettyi'Ca'shFund.is:to serve as a convenientepthod of'

small dollar amount emergency transactions. Examples of

items include reimbursement for out-of- pocket' expenses such

as mdnor office supply items, home economic patterns,

0
;uses and lightbulbs, postage stamps, etc.

A. Origination_ aid Use of the Fund

cotton balls, special

1. franalctione under $5.00 may be handled through the Petty-Calgi'Fund:-

2. A.person in the Princip%lls Office should be designated as the fund
"csahier.- Checks drawn to periodically replenish the fund will be made
payable to the designated cashier. -

s

3.. Normally a fund should not require replen3,ehmentviloi.e frequently than'.

0P4 per month. ,

B.' Operatioh of the Fund
/

1. The cashier should complete a Pet Cash Paid Out'Yorm-as evidence
to support the disbursing of caeh. The form should'be indel.tedT

inside the.Petty Cash Envelope Form:

The cashier should make a payment only' here 5 a sales slip tr
cash register tape, etc: to support the my

.

2.

3. When the "fund is largely depleted, the cashier should complete the
petty Cash Envelope, align, and route it with all the Petty flash Paid
OuVForms'to the Business Office.

V
FM 11 I -5,4 ^
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Procedure No. BA 5903

Page 2 of 2

SUEJECT:' ADMINISTRATIVEAAWMIUNE STATEMENT COVERING VETTY CASH IUDS'

Important BelatePComments:

- It is importamt for the fund cashier to replize that he or she cannot

allow items over $5.00 to go th=rough the fund in an attempt to circumvent
establishes requiditioning and purchasing methods. The Petty Cash hind
is an acceptable, convenient method for Y;Aniling selected small dollar

- Vendor orders should always be handled by initiating a purohase
requisition form and handled through the Purchasing Department. ,

- Petty Cash Funds am not be used ,for personal services of any type.

(Student help, referees-fees, etc.

6

yl.1.31.3,9"1-1,-13.1,"11.3.9,1.1.3.,"1.1.-,.1,,,,-*mi .1.v.

4
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Business Affajia O ce

Issued: A
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FROM 'is
-PETTY CASA ENVELOPE Is'. TO ( tit

. . .

.1. PETTY CASjI ENVELOPES Prior/IDE A COMPLETE RECORDVOR ill .
CA .VIER - .

PETTY CASH DISBURSEMENTS. EACH PAYMENT SHOULD BE Or-
PORTED BY A BILR VOUCHER SIGNED BY THE RECIPIENT.t
EACH VOUCHER SHOULD BE LISTED BELEM AND DISTRIBUTED INADT7ITETIIF' z

.5* f...4 THE CraTJMNS HEADEO ACCORDING TO YOUR ACCOUNT NUUISEKS
OR TIT. Ee11,

, e

PALO t BUDGET CODE AMOUNTI; t

1 4.

I

1 .

I I

IFI

1

1 kii*:

I

0`

BUDGETICODE

REIMBURSED BY
CHECK NO.

REFERENCE o f1 '

P
JOURNAL FOLIO

AMOUNT TOTAL

o

I I I

1 I P.

I I

I

I 14
I 1

1. I- .1
I

- hr=

/ti '

*

olk

4 of.

IIP 1

tr

Ir
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p

P

J,

-e

t-

TTY PAID ObT
DATE a AMOUNT S

PAID'TO

PAID FOR

PAID BY
s

e

t.
DEPT.

APPVD. BY CHM'. TO

RECD. PAYMENT

s

4

t
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Proses 11tre No: 9

.
page 1 of 2'

TI ADMINISTRATIVE
tRDCEDURE.STATEMEN'T COVERING ,VOUCHER REQUEST,

YORM.10: Vi

The
folloWing'instruCtions'odtline the procedure for originating, ompleting

and authorizingpthe Voucher ReqUest Form No. BA The_ purpOse-of this form

or

iti-to serv%as the authorized claim for .disbursement of sected transactions

,
. .' .'

-except where a purchase reqdisition, travel claim forms, or petty cash

0

payments methods are applicable. .

-The VoucherrRatiuest Form is useable for regular District No,. 279 transactions.

Examples where .Form Bo. BA 9 is a ate to use' are: Feed, Postage meter

expense, contracted servicei and expenses such as speakers, consultants,
, .

.
. .. . ,

.

officials, election Judges, refund, advance registration fees,
,

reimbursement:

. g

to .personnel for sm411 authorized purchases(;)20:00 maximum), etc.

.0

14P3TE. - Northally -item under if5.00.,

Fund,

. Or ginatring Form

through the bu,,t1ding Petty Cash

The Form shall to originated bar theindi/idual,who is making7the'

st. : . , s

4

The Form shillcte ,typewritten or prluted,with behl point pen:.

1.- A separate regtisitiowis required. for each.-check to beissued.

.B.*.C4Opleting and Authorizin,g4?orm

A ti..
- .

1.-,:"Date" "tit,yable Torp."Department",, "School", "bescriptiodh°Y.

"Amount ", "Budget Code" - self `explanatory.
.

:PM4-58 2 7 e
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*1 11,

I

P
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4

1"
ProcseureNo.

ptir 2 of 2

SUBJECT: 404INISTRATIVE PINICEDURB STATEiENT"COVERING VOUCe REQUEST
Ppm NO, BA 9 -

e .

2. Total t"Aiont", column. ..
I- ;

3: .,Claithant, should sign Vs form.

4. ."Approval!

a. Depaitment*- DePaktment Head signs here
1?. principal -.Signature keciulied in all instances

instru,etional 4ems,are iavplvid.

C. Administrator - Central office personnel only.

Related COmmshtsi

- Salaries and agO paid by_paeroll,c1114 ehould.not be ,requested by a

Voucher Rogues) rm. 'Use a Time Re Forst BA B. _. -
... 7N

. ,

, 1
0

.. A supply of BA 9 Forms should be Maintained ih the Priilpipalis Office.

Request additiontl.supply as needed from the Business Affairs. Office.

,_
.. , ..

- Request payment ,for adience
6

registration oayWfien necessary, and .

.

obtaining apprftal,to at .-. thihevent througk the use

of the` Amine' Form ,. 10.
-*

- Important - We .. will pre
;# iaCh week.

Business Affairs Offide.
Tomei: August 15, 1972

_44

.1,

Voucher Request Checks on-Thursday.

eFm-- X17 7,Es
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Date

N

VOUCHER R GUEST CLAIM FORM

(ADDRESS)

*/*
Departmentlili,

1So h oo I

4

dESCRIPTION OF REQUEST AMOUNT BUDGET CODE
. ,

, i
.

.

.
_

.

.

, .

I
-

. ,
.

a .

.
.

4 I- ' . . .

.

6

IV

6. ..*

t

.

V

a.
I 1 0 ., A

.111.

v .
.

..-

r I

. I '
I16I

._

.
TOTAL AMOUNT S

E.

.
r ,

. ,

45

I declare that this claim is correct anduhas not been previously paid.

Approval.

CLAimANT SSIGNATuRS,

t7EPARTMENT

11'

t.

PRINCif'Aty ADMINISTRATOR

BUSINESS.VF ICE USE:ONty
'

-____......-------
.

..."
.: : _. _ , , . - .1

.... .

1 2: t . - 1

.

>

.

.

I 5 *1' 2 , .

I .
1

...,

.

.

-.

.

1

..ri

.
,

, 3 -

:I
...
. 41,.. .

.
.

l

1

.
'

.

\...-...' *AIL

,...

1 .. . .., ,
. 4 . .

I
.. '

, INS+RUCTIONS: - 'i . .

Use ihis loan to rec,t,st checks to cover Items such as fees,,tuitions,.postage

, meter-ekpervise, contracted services sucf as speakers, outside cbnsulfants,

ixifficials, debatgiudges, eieciioniudges, advance regrstratrun fees, out-of-,,

pocket reimbursements for stamps acid small 6urchases under $20.00.
..-- 4,

NOTE. DUI iit.Ro-Aket :tams rot..r!ing,u'lder $5.63 should narmaily be L

handled thipugh the building Petty Cash Fund. ,

. , .

1

4

.
4-'1

.7

°

-FM III-6.0

BUSINESS OFFICE REF ENCE
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SUBJECT: GENERAL REQUISITION FORM PU-101

Protiiduri No. KT 0j,

e Pays 1 of , 2

4'

= The General Requisition Farm is the document used to request the issuance
rPtIrchase Order. to aaoutside tendor. A General VS0101tion may beinitiated
at any level of the organizational structure however; to be honored by the
Purchasing Department, it must have the signaturs-(s) of the appropriate
Department" Chairman and /or. Administrator.

A. Description of the Fotm

-- The General, Requisition is a threi.part fork.

.

2. The copied` are identified as follows: White - Purchasing'
Department Copy; Green - Department Cope; ?ink -*School Copy.

,

B. Preparing a General Requisition oreation.required,

"Date". =-give the date form is prepared.

I

"Date Required" - to be filled in if the-items must be received
by a_certain date. (PUrchasing Will automatically request.=

_ "ASAP" if not otherwise specified.) - ,

3. "Winder" - how the name-a 4 address of the suggested vendOr
(usuaIly the company whose oatalog is being used for the. '

description and price of the items requested).
. ,

4. "Ship to" - dhow the name of .the persadmaking.thayaquest
the department or grade, and. the whoa.

.
.

5. . "Cat. Page" - shold.the page in the catalog 10ere.the item
. ,

' was Pound.

6. r "Quantity" and "Unit of Mitaiiiii;" -"Quan "refers'to.the
number of units' wailer "Unit of M6asure" d inels the sire

f the'unit (le; if. the nn4t of measure iedozene and the'
uantity is 12, the amount ordered would bd 12 doz.= or 144;1

."Catalog Number" and"DesciPtion" - these describe the item
being ordered. The catalog number is.the nuiper given in the
catalo4,for the particular_ item requested. *Description" is
she catalog terminology for the item.

4.- I,

Note: Be sure tal give size, color, copyright date'
"and other appropriate ,information to
deecribe exactly w4t is .desired. 1 .

.*k.

"
,. . 41 I ,

%

*

-



le I difilAithiesttle P4OCeda44.
Pr,ocqurs No. Kr-101

page 2 4:1

8. "Unit Price" and "Amount" ..- "Unit Price" ii"the cos`t of one

Nnit of oeasure" while "Amount" is the total copt of the
number of-units ban: ordered. (ie; 12 doz. @ .05 sper

6

dóz.=.60)

9. :

. "Budget Code" is to be filled in with toe appropri4te
'Budget Account . ..,, -r. . k a

C. Distribution of the Form =
-,_

1. The completed forotshauld go to the Department Chair-Man or
Principal for apprbval. At that time the green copy is

removed for the departmental records.' --

2.

Note: The rema4ning two copies shoUld not be removed
from the carbon set.
4

The remaining White and Pink co Ries should then go to the
Principal Aor Oproval. The PrIncipal will keep the Pink
Copy for the school office records and send the White Copy
too Purchasing. .

Note:' Capital Outlay, Replacement, and certain other

Cntegnries require-PyreamixiamTwal-beflore,---
being sent to Purchasing. 'In these cases the
Requisition must be ant to the Pyramid Dirictor
for approval.

D. Nblated Comments h
ti

..,
) ,...._

tfthe request is for equipment, state ther the request is for
replacement or additional equipment. If reRlicement, give the make,,

model, serfs]. number and condition of the item(s) beiqg replaced.e,, ... 4 .

Xf theA.tems requested require installation, electrical hook up on'
other modification to the plant faciljties to make them usable, these
requesti should be approved bFthe Supefti.doi of Bui.liineand Zrounds.-.

C

Pftnchasing Department

Issued: August 20,`1974

e

'pm r11-62 ,
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SUBJECT: PURCHASE ORDER FOAM PU-120

-Procedure No. PU-120or

Page 1 of 2

The Purchase Order is an eight part. form which is prepared and sent out
only by the Pui-chasing Department. The Purchase Order is the only official
form used to place an ordef with'a company.-

Use and Distribution ofConies

1. White Vendor Copy - This copy is sent to the company.
/ ,

2. Green Accounting Copy - This copy is sent to Accounts Payable
to be matched with the invoice from the companyisnd the yellow
receiving report. v. .

3. Pink Alpha Copy - This copy remains in Purchasing ada record
of the order and_fon f6llow-ep purposes.,:

i
4. 'Three ParReceiving Set - Includes a ralIowIllst Receiving Copy",

a salmon "2nd Receiving Copy", and a blue "School Copy".' This

'set is sent ta the "ship to".10dress th the carbineintact.
DO 'NOT remove the carbon until the's. ,", nts, against the order' have

been received and checked off on thli ceiving copy. e

P 105., Gold TIES Copy - This copy goes to the computer center to
- encumber the cost of'the ordei,against the appropriate budget

/account.%

6. White Numerical Copy - This copy goes to Accounts Payable
for numerical control end forereferenOe when an .order
cannot be identified by company.,

Information Shown on the Purchasa.Oider
)

:1. _AccoUnting Informati6 - The upperrportion of the foci iel4
,

..,

A key punch information used on $he TIES FBA System. Please do not

make any marks in this section. ..
r.

J r
.

2. Information from Requisition

a)- Requisition Number-tor cross reference, the requisition
number will be shown in the space provided in the uppps
left portion Of the Purchase Order.

11".

9.-

Exce If saweral requeisteu arecombineif-onto one

1Purchase Order, the Tequisitftnnumbers
,14111 110 shown in the column titled--

:-"Dist:-Useo

FM III -662
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3.

:h

, Procedure No. PU-120

PMM!.2-_01

b) Requested By - this space will Show the schooloperson; and
ordppartment that requested the 10msi providOd that this

. .

info'rmation was ehown in the "shit to" space on the
requisition.

-
Exception: If several-requestS from idifferent departments

are COmbined on one Purchase Order, the' --

department will be shown in the column titled
"Dist. Use" along with the requisition number.

Other Information - such as Vendor, ShipTo,*etc., - self
explanatory. 411.

Questions and Problems Concerning Purchase Orders

1. Questions regarding the stains, anticipated delivery date,
should be directed to the Purchasing DeArtment. Purchasing
will make the necessary contact with the' vendor . ,

2. If it becomes necessary to Make'changes,Od a Purchase Order
(such as prices,.quantitiN, or substitutions of items), these
changes musts be authorized by the Purchasing Department.- The
Purchasing Department will commuhiCate_these changes-to the vendor.

.3. Cancellation of an order is covered under a Separate write -up
(Procedure PU 5131)

-Purchasing Department

Issued: August20, 1974.

.16 0

Nb.

A

, 3 6 ,

FM JI1-67
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SUBACT:

BACK ORDER

a
pioboduro No, P451t1

Peg_ e 1 `of
A-

GLOSSARY OF TERMS USED BY THE PURCHASING DEPARTMENT

The undelivered part of an order Aich the vendor
states will be deliAlered at a later date.

CENTRAL STORES REQUISITION - (Jarehouse Request) (Porm PUr110)
This is a request for materials wOichare kept im.stock
at,the Central:Warehdluae-(itamslisted in the Warehouse,
Catalog). This type of reque"st &Mere frdm a Geneit
Requisition (form PU-101) in that A General Requisition

Opequests that materialdbe ourchjsed from:inautside vendor._

GENERAL REQUISITION {Outside Vendor) Form PV-1.61).

A ortal Squest made to, the Purchasing-Department to
,.,

.

procure.godRe or ,services rromroutside vendors. A
requi4ti6 is prepared by the School or Department . .

making the request. ° -'

INVOICE An invoice is a; itemized listing of merchandise shipped

- or sent: to'a puichiser Tar_g#Yment. The invoice is pre
and sent by the vend& to thil purchaser- The Purchase,

4 - I Order d' recta the Vendor to send all invoices-to the

. Business Office. -
, . .

PACKING SLIP - (Packing List)
Is a detaifeda sting of the itedis and quantities of each

item which-are included ioa_shipment. Often, items which

are being back ordered Will be so indicated. Thf; packing.

;414 is prepAred by the vendor and is usually packaged ,..

in the carton with the materials being shipped.

PURCHASB ORDER Is a ormel requedlOto-thei/vendor grepared -allay the' .

. 1 IburcbasiggiDetertment. Theiiirchase Order setsforih,the .

terms of purchase;cqwantitiesland d'ebcriptione Of7goodsc_

"'and/Or services to be provided.

.

RECEIVING COPY

STATEMENT

- (Receiving Report.,
A copy of the,Purchase_Order used: to inform the -Accounting

Department-of the receipt of goods p9that payment to
the vendor may 14,0 made.

A list ptepAred by the "Vendor, detailing tbeLtransactions
,between the'vendAr and purchaser during a specif0 time.
Normally a statement will ,show the unpaid labicel,numb4rs

.
and amounts. The company will usually send a.hew

4044.-statement each Month.
#r

august, 20; a974Issued :

FM II 68
ti



4 ft. P.
Procedure No. BA7
Page _t_of 1

4IS

SUBJECT: ADMINISTRATIVE PROCEDURE.STATEMENT COVERING OVERTIME ibilteTFORM
8A 7

In compliance with a request from our,auditors, effective immediately,
A

we are requiring all district employees requesting payment for overtime

services to complete an Overtime Report Form NO.-BA 7

Please follow, the instructions below when completing this new form.

- Use typewriter or Oen to complete form. AP

- All persons must fill Out their own report.

-.Building or Area Where Overtime was Worked -,Place you worked.

- Nature of Work The reason why you--work

- Organization to be Billed - Indicate name if overtime is to be paid

by a school club or.Outside organization.

School Where ycu regularly work.

- This report covers one-half month period. Payments for the period of

the 1st 15th of the month will be paid on the 5th-of the following

month; the period of thee16th to the end of the month will be paid

on he 20th of the following month. Complete the date and overtime

hours for each day payment is requested.

Ehter total hours in space proiided.

- Sign report and route it to the person whose approval_ is needed to

ensure payment. Persahiapproving shobld indicate the Budget Code.

For employees who will be using these cards on a 'regular basis we

will send a supply of cards to each building. #

Please discard any previous forms used for this purpose.

#

Business Affairs .Office

Issued: Augddt 15, 3972

t

286
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OVERTIME REPORT . DATE ilUBMITTIQ

DATE , DATE DATE DATE

HOURS HOURS

110

HOURS

'DATE

HOURS ,

cutTIF DATE=
.

DATE

4.
HOURS HOURS. HOURS HOURS

DATE DATE A E
I

DATE

HOURS HOURS HOURS HOURS

TOTAL
O.T. HRS.

Penn SA 7

SCHOOL

surcertTrwlawArrtrokr---

BLDG./AREA WHERE OVERTIME WAS WORKED

NATURE OF thlo-RIZM

e ORGANIZATION TO BE BILLED

APPROVAL:
I

lirk)GET CODE

RATE DATE AUTHORIZED

SUPERVISORS AUPH. TO PAY

PAYROLL DEPT. USE ONLY

TOTAL HAS. TOTAL AMT. PD.

INSTRUCTIONS FOR COMPLETION OF FORM

1. Use typewritir if pen to complete the form.

2. Each person must fill out his own Overtime Report

3. Enter total overtime hours in space provided.

4.. Illen ;wait mod mule It to the person whoa appOvoi is mufti to ensure
pormat.

2 8y
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Proosdure No. Jgra___
Pap _,__of

SUBJECT: ADMINISTRATIVE PROCEDURE STATEMENT.CGVEMING TI 1E REPORT FORM
. BA 8

In compliance wit11-request frOm our auditors, effective imiedigiely,

.

we are requiring all district employees repeating payment for personal

cervices which are paid on the bas of an hourly rater to Complete a

Time Repo:it Form No. BA 8.

Please follow 'the instructions below When completing this new form.

Use typewriter or pen to complete the form.

. All persons must fill out their own time report.

-!it,inctiOn-Denote the type of service:i.e., curriculmwdavelopment,
driver training, homebound instruction, etc.

- This report covers one-half month period. Payments fOr the period of
thi1st - 15th of the month will be paid on the 5th of the following

..month; the period of the 16th to the end of the month will be paid
Oinr,the 20th of the following month. Complete the date and hours
for,each day payment is requested.

- Ehter total hours in space provided.

- Sign :wort and
ensurifpayment.

- rDo not combine

of service.

route it to the person whose approval is needed to
Person approving should indicate the Budget Code.

requests for payment. Use one card for'each type
47w .

- For employees who will be using these cards on a regular basis we
will send a supply of cardm to each'building: Request'any.additional
blank forms from the Payroll Department',

- Please discard any preVious forms,used for this purpose..

C

Business Affairs Office
Issued: August 15, 1972 lit

En 111-71



FUNCTIdN
(Typo or Sirvical

TIME REPORT DATE SUBMITTED

SCHOOL- CTEPAR1 IT

......
APPROVAL:

DATE DATE GATE DATE GATE

HOURS HOURS HOURS 'HOURS HOURS l BUDGET CODE

I
eaCi E GATE OATS OATS DATE RATE DATE AUTHORIZED

.

)461.0.4S HOURS HOURS HOURS HOURS -

t SUPE VISOR'S AUTH. TO PAr

RTE 1 OATE DATE DATE
A

DATE

==---

"i
HOURS HOURS HOURS 1 HOuRS HOURS

__ _
. o ' NL

TOTAL
...

Q, MRS,
Porno IIIA - I

4

A

INSTRUCTIONS FOR COMPLETION OF FORM

1. Use typewriter or pen to complete the form.

2. Each person Must fill out his own time report.

3. Enter total hours in space provided..

TOTAL HRS.

4. Sign report and route rt to the person whose approval is needed to ensure

payment. .

S. Do not combine ropotorfor payment. Lissom mod for obch typi of
awe*.

4

291
FM 11T772
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Procedure No. BA. 11

Page_t_of

SUBJECT: ADMINISTRATIVE PROCEDURE STATEMENT COVERING CONVENTION REIMBURS
CLAIM FORM NO. ,BA 11

The followingihstructionJ.outlineathe procedure for origination, Completion,
*4

'authofitation and distribution or the Convention Reimbursement Claim Form

110..E1A 11.

A. Origination

.10

J

The Convention Reimbursement Form should be used for claiming reimbursement
for, convention expenses and other types of trips-normally involving air
/are. (Proper Aid anistitative pre-approval must be obtained prior to going,
by completing Travel Pr6=Approval Form No. BA 10.

The claim form sholild be originated by the person incurring the expense.

' Completion

The originator should complete the top portion, itemize and total the
expensesi briefly describe the trip taken and sign Uhe form. Note -
that Meals shquld be separately identified.

. 0 ,

C. Authorization and Distribution

Forward the comPleted.and .cignelform to, your central Administrator for
apioNoval.

Related CoMments:

- Be- lure and use the Mileage and Expense-Claim Form Nb., BA 12 for routine
school use of automobile and incidental expenses.

= Refer to separate Administrative Procedure No. BA 5004 covering Travel
Advances,Accomodations, and Travel pOlicy presently in effect.

Business Affairs Office
Revised: July 15; 1074.....I.

FM III-71)(1,)
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CONVENTION REIMBURSEMENT CLAIM

Department
r

'School
Pirodsle To

a

C
r I

'EXPENSE ITEMS

DAY

_

SUN. MON. TUES. WED. THURS. FRI. SAT.
TOTALSDATE

s.

MEALS

Stankfart

. 'Lunch

Olnnet

HOTEL ME_
.

FARE - FROM
.

.

TO .-

TO
.

TAXI - LIMOUSINE MIMOM
.

!REGISTRATION FEE

PMEIWIIMI
'OTHER - ITEMIZE .

_ _ ..

it ,
TOTALS ,

..--
certify that the expenses claimed were all fer school expenses.

WIC DESCRIPTION OF TRIP (ORGANIZATION OR EVENT AND PLACE) ADMINISIRATOR'S APP OVAL

naTitUCT(ONS: II Do not itemize air fare and advance registration fees which have been Emelt by District.
T CODE

I. Submit within five days up)OrMeturn.
2. AU convention-type ;Tavel must have propenadminIstrattve approval In advance on Fusin No, BA It-
3. Attach Hotel, Transsionatioh: and Registration Fee receipts which were paid by you Itemized above.
4, Routine local mileage and related incidental expenses should be reported on the Mileage. qd Expert* Claim Porm-SA 12.

BUSINESS OFFICE USE ONLY - COMMON INPUT FORM .
14.

. ..

.19 19

A

TC

20 30 35,

iTRAN.

ACCOUNT NUMBER
09.1.1 AMOUNT

BATCH
NO.

REFERENCE
$0.

VENDOR
NO.DIET, I, ORO. DEPT. /SOURCE

2 8 1 4 1 i 4- I 1 i 4 1 l+ I 4- 1., 1 I.
1 1 i19, i 4 I I

...

l-aL . 2.7.9 - . .



SUBJECT: ADMINISTRATIV7 PROCEDURE
REIMBURSEMENT CLAIM FORM

_

The follotilm instructions outline

Procedure No. BA 12'

Page _of

STATEMENT COVERING MILEA4E AND EXPENSE
NO. BA 12

the procedure fororiginatlion, cgmpletibn;

aUthorilation.ard distribution of the Mileage.and Expense 'Reimbursement

Claim Formlio. BA 12. /.

A. Origination . .

The Miiecgeland Expense Form should be used for claiminureimbursement for
local ;ale+ and related inaidental expenses such as registration fee,
meals and parking made while performing authorized activities. This
form should be originated by the person incurring tilt' expense.

B.. Completion

The originator should complete the top portion itemize the mileage 'on a ,
daily basis, total the miles, itemize any incidental expenses, and sign
the form. For daily travel within the District, indicate distinction in the
"In-District Destination" column; for travel outside the district indicate
destination in the "Out of District Destination" column.

I

C. Authorization and Distibution
I_

Forward the completed and signed, form to your immediate administrator
for approval.

Related Comments:

- Employees using their automobile on a regular basis should submit the
mileage form monthly. Employees using their outomobile occasionally
should submit quarterly.

- Be sure and use the Convention Claim Form No. BA 11 covering conventions,
seminars, confere9cespetc. where major expenses are made.

- Advance registrations should be handled by submitting the Voucher Request
Form No. BA 9.

Business Affairs Office
Revised: July 15, 1974'

41111111M'
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MI*EAGE AND EXPENSE REIMBURSEMENT CLAIM

Department

a

Payable to School

Claim from 19 Throggh 19

DATE
IN- DISTRICT ',

DESTINATION
OUT OP DIST RICT
DESTINATION

A

MILES
'
ATE

IN-OISTRICT
DESTINATIQN

OUT CiP OISTPIICT
DESTINATION MILES

-
41

A

-

a
.

. . _

4

1

.

TOTAL WILES

....

-
.

INCIDENTAL EXPENSES
ATE 'TWA DESCRIPTION COST

$I.

. .

I .

-...

4

i

. . .

TOTAL INCIDENTALIXPE2

M....'

. FOR BUSII9ESS OFFICE USE ONLY

, -

I certify that the expenses cliiimed ware all for school purposes.
j

CLAIMANT'S SIGNATURE

INSTRUCTIONS:

ADMINISTRATOR'S APPROVAL
_

UDOET CODE

Submit monthly for regular use of personal car, or at least December 1, March L and Jive 15 for occasionel use.

Convention or similar travel should bereported on the Convention Reimbursement Claim Form No. BA 11 rather than

on this claim form. Use more than one sheet if necessary, carrying thatotals forward

BUSINESS OFFICE USE ONLY - "COMMON INPUT FORM

t41 18 19

A

20 30 35 ' 53

,TRAN.

ACCOUNT NUUSER
AMOUNT

BATCH REFERENCE
NO.

VENDOR
NO.

GIST. ORG. DEPT, SOVRCE 08./

. i, 217 9 1,4 1-1 11,11 .1t till-1.4-1-1 1 i,11 111 11 1.11
7 9

2.4...M.---L.-4. . . . t l ....A I L A t I 11...), I 1 1

BA 12
FM 1T1-76 .29 6,



REQUIRED READING

Operations--Expend irur ManagoNont

2

9PERATIONAI: TOOLSAND PROCEDURES

Every business must have records and procedurii to keep
track of the daily flow of actkrity. The types .41nd quality,

hawevar, .are a matter of individual department policy, spucific
job requirements, and individual preference and necessity.
Therefore, this reading reviews briefly the essential records and
procedures needed to operate alpurchasing departmept efficiently. 4
The type'of records needed vary according to the company, the
type of materials being purchased, the number of one time pu ch'ases,

the amount of repetitive buying, and many other factors. So e

of the basic orders discussed include the following:

blanket order,
release order, s

regular purchase order,
make-and-ship order,
dataphone purchsing,
traveling requisition,
cash purchase order system, and

the quotation. ,

A complicated project should be broken down into the
.major-interest areas first; then these areas should'be examined-

'or.problems. This procedure accomplishes two thifts: it teaches

the buyer a fundamental technique for solving cOmp1.14gted problems, -

and it insures that all major-interest areas are Onvc-;ftd Once the

project has been reduced tp more manageable ten*, the work can go

forward iq structuring the bid request. In laying out the request,

the elemenlip should be divided to give clearcut -cost areas for bidding

and evaluation. By spelling out very clearly that Is Wanted, the buyer

makes the job much easier for everybody, and the chances for errors

and overlaps in the bids are greatly reduced!- Theiclew buyer would do

well to learn as much as he can about the are of communication,

since a great part of his job is communicating ideas.

*
Barlow, C.W. Purchasing for the newly appointed buyer. New York:

Amertic4n Management Association, Inc., 197077§ummary)

FM 111-77
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REQUIRED READING'

Operations-Expenditure Management

3

auoGthr, REALLOCATION 6 MAINTENANCE FORM
FUND OBJECT --PROGRAM ORGANIZ Allah VURCE

BUDGET ADDED TO;

ACCOUNT CODE (Do NOT
USE1

.5 I T

BUDGET ADDED
'WHOLE DOLLARS ONLY1

3

STATE CODE

4

PRO..1 .
ECT NO.FUND OBJECT

s
PROG.
g

ORS

9

SOURCE

to

05 _. -......._ -...........-

o 05 _,_ i

0 05 _ -,-
0 05 --- -- - .- ,._ _

0 05

0 05 _. ......._,._2.-....

05 -. ...............,- ....

0 05 - ........... -, .... - ....

05
%.

. TOTAL ADDED
_ -

.

BUDGET SUBTRACTED FROM:,.

ACCOUNT CODE -et (SO NOT

U5E)
Is If

BUDGETB E,
tINROLE

S
,
UDOL,T

LARS
RACT

ONLDY)
5

STATE CODE

48 TO T

4

PROJ -
ECT. NO

TS

FUNO

i .

OBJECT

s

PRO ORG

s
SOURCE

0

4'7

05 4 - --,----. -
,0

.

05 4 1..._,-.....-,--__.
0 ' 05 4 _ _,___ __,_ .r..

0 '
,

05 4 -.__,- --,- - ,.-
1O05 4 .... -,..... -.......-. ..p. ....

0
,

.

05
.
4 - .-......- -1-. *mom.

/

05
--

4
IO

0
-.05

05

4

4

. .- .....p ... ... ...." .

- ....4 ...... ere .p.. ....

0 r
f

. .

TOTAL SUBTRACTED .
..

.
..

311,1011(1137 Nog <Oa 147i 5 4 3

PATE

I

FM 11149
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0

o

,CLASSIFICATION OF EXPENSES BY .F1JNCTION .

'4

t w

4.

ADMINISTRATION
100 SERIES

HI. PALAMES
124. CONTRACTED,SERVICES
I34. OTHER EXPENSES

JNSTRUCTION
200 SERIES

*M. SALARIES
!IL PA17:CIPALS
212. aiNSULTANTS OR AUPERVtSO
213. Tr
214. OTHERINSTRUCTIONAL
213. SEC: & CLER. ASSTS.
21s. OTIII.R SALARIES FOR INSTIL

720. TEXTBOOKS
ASS. SCHOOL. LIBRARIES 84, AUDIOVISUAL
841.TgACDING SUPPLIES
IBC 02/11:11 EXPENSES,

-ATTENDANCE AND REAFTIT4
SERVICES

300-100 sr.r.IES
ATTEN,DA sLI1V ICES
310. SALARIES
320. OTHER EXPENSES

4$. HEALTH-sLly3cEs
410. S 1.%1HES
431. OTHER EXPENSES

-PUPIL ITTLANSPORT4TiO1 SERVICES
500 SERIES

(II. BALATUES
go. CONTP.AcTED SEA: & PUB. CARRMS
SU. RI.PIACEMENTS OF VEHICLES
144. Ta tNSTORTATION INSURANCE

EX11..7.1):TU11ES IN LIEU OWTRANS.
ICE.3 EXPENSES

OPER.ATION OF PLANT
, 600 SERIES

410. SALARIES
420. CONTRACTED REMWT.3
330. HE VT FOR BUILDINGS
649. LITILITiES. EXCEPT UEAT
ISO. SUPPLIES
430. OTHER EXPENSES

16I4INTEN.CCE OF PLANT

COlIMUNITY SERVICES
. . 1190 SERIES
1110. RECREATIoN
1120. VITIES

RABIES" w

L AND DETENTION CARS OF
It EN .

11:4. WELFARE ACTIVITIES-
N5534PUBLIC SCHOOL-PUPILS
MI.. INSTRUCTIONAL-SERVICES '
1112. ATTEND. & HEALTH SERVICES.
1143.' TILANSVORTAVON SERVIcES

700 SERIESSAt

720. CONTItAtTED SERVICES:
711). REPliACUMEITS OF EQUIPMENT
740: OTHER EXPENSES

FIXED' CHARGES
800 SEMES

410. EMPLOYEE RETIREMENT
120. INSMIXNCE AND,JI:DG3tENT5
330. RENTAL OF LAND AND BUILDINGS'
340. It:TM:EST ON CURRENT LOANS,
850, OTHER FIXED CHARGES

sr.nvicEs ANY.
STUDENTIItoDY ACTIVITIES

990-1000 SERIES
N0 t mob SERVICE'S
. 910. SALARIES

120. 'OTHER EXPENSES
330. SEPARATE FC.ND OR ACCOUNT
STUDENTBODY ACTIVITIES
Me. iALARIES
1020. OTHER- EXPENSES
1030. SEPARATE FUND OR ACCOUNT

I

1

CAPITAL OUTLAY

121e. SITES
1200 SERIES".,

I120. BUILDINGS
123C 'EQUIPMENT,

DEBT SERVICE Timm
CURRENT FU D3

1300 SERIES
1310. PRINCIPAL OP DEBT
1320. LNTERUST ON DEBT
.1330. PAID INTO SINKING,FUNDS
1340. SCHOOLHOUSING AETHORITT

OUTGOING TR ANS1.13(S
1354. 'OTHER DEBT SERVICE

ACC0
1100 sta11ES

1410. DISTRICTS IN 7 II E ,

1 1420. DISTRICTS I3i AsuItILRSTATE
143011111,1T1;ON,TO OTHER THAN PUBLIC

SCHCH3LS

.
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REQUIRED READING

OperationsExpenditultlanagemeht-
z-

CLASSIFICATION OF EXPENSES BY OBJECT

1311EZial50.

SALARIES AND WAGES 04

Certificated personnel

Nonoertificetedpersonnel

`Total salaries and wages

CONTRACTED SERVICES

MATERIALS AND SUPPLIES

TEXTBOOKS AND INSTRUCZIORAL'
MATERIALS ---

REPLAMENT OF EQUIPMENT AND
CAPITAL OUTLAY

FIXEDJCHAROES AND OTHER

Total oxpanditures

Total -budget

5

ma.

. Early
Childhood

and
Elementary
Education

Secondary
Education

Vocational
Education

Swial
Iducatlen

, f

416,558,559 $18,221,480 $2,099,878 $6,509,516

1,204,838 1,497,008 "200,163 413,575

$17,763,397 $19,718,488 82,300,041 $6,923,091

9,831 9,524 40,885

'114053 440,826 114,096 74,677

354,774 11,309 28,523,489,641

157,601 193,280 16,632 52,620

11,06 119,925 7,854 178,044

$18,553,862 821,152,591 82,459,556 $7,297,840

819,248,283 $21,489,658. 42,701,428' 17,694,009

.
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CLASSIFICATION OF EXPENSES

BY 'PROGRAM

/

Cr)

fD

rt

5o
tr)

rt

rt

Program
Codes DESCRIPTION

1971-72 W
tomposite 1972 Budget

1972-73
et

001-099 Elementary Education - Dtue 18,918,894 $ 19,858,294 $ 19,425,066
0100-199 Secondary Education - Canary' 21,027,784 21,844,216 22,081,742'

200-299 1Vocational Education - Green 2,536,795 2,716,530 2,746,352

300-399 -Special.Mucation - 6,564,624 6,875,9* 7,544,745

400-499 Service to Indtructors - BuE . 2,786,316 2,826,633, 2,81,,769

500-599 Services to Pupils - Pink %- 4,533,442, 4,845,101 5:,116;583

.600 -699 Comzilunity Education Services - Blu0 1,099;945 1,014,969 '1,019,612.

700-799 Operations and Maintejiance -. -- 'Canary 10,653,740 11,154,717 11,194,922

900-999 Services to t'ie District -Green.. 6,218,688 6,753,970 ..7 040 445

TOTAL DISBURSEMENTS , 74,340',227 $ 77,890,404 $ 78.992,236

302 303
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REQUIRED READING

Operati'ong=Expenditure Management'

Comments, Notes, and Definitions
concerning

PUBLIC SCHOOL FINANCIAL ACCOUNTING AND REPORTING

References:. (1) U.S. Office of Education. "FinAnc/ ial Accounting for

Local and State School, Systems ", Handbooks I and II

,(2), State .Department ofiEducation., "Manual of Instructions
for UniforM Financial Accounting", 1961 Revision.-

Tiduell.,,Put1ko School Fund Accounting".

1. Financial Accounting and Reporting: The Need for .,Improvement

P

A. The Problem of CoMparibiiity

B. Problems of Principles and Procedures
4

C. Effect of, Legal Provisions -

2. Objectives of Public School Fund Accounting.

A. Td provide a complete record of all financial transactions
of the school district. ,

B. 76 sunimarize, with reasonable promptness, financial trans- ,

' actions of the public school district, ,in fin ncial reports
required by proper administration.

C. To provide financial information helpful in reparing, adopting.

--and executing budgets.
D. To provide financial controls an d safeguards for 1444c money

and property. ,

E. To provide clear and concise financial reports to the public as
a basis for judging past, present, and future financial operation

0 of the school.

-
FM 111-8
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3. Accounting, the Basis for Administrative and Board Decisions.

4. .GeneraL Principles of Public School Fund Accouriting:

A. Public School Fund Accounting,Eguation

1. Each fund of a public school system has a self-balancing
,group of accounts classified as assets, liabilities, fund
equity, revenues or expenditures.

% 2". To be self - balancing,,, the total accounts_ having debit

*noes must equal the total of accounts having credit balancif,.'

3. The procedure by which total debits and total credits of ell.
accounts within a fund are maintained in balance is defined
as the pubrib, school fund accounting equation.

t

B. Balance Sheet AccOUnts

1. Assets (1500 series)
,Liabilities (1600 series).

A

C. Theory- of Debits and Credits

4

Each financial transectiOn of a public school district incieases
dr decreases'the balanceiof affected accounts' in- one or more '

funds:- Accounting shows these incteaies or de'dreases through
the use of debits and credits.

b.

D. Rules for Applying Debits and Croatia

1. To increase asset or expenditure accounts, debit.
2. To decrease asset or expendituie accounts, ciedit:
3. To increase liability, fund equity or revenue account e, cry edit.
.4. To decrease liability, Mind equity or revenue Zocountd, debit.
5. Each transaction`has at, least one debit and one credit and

total debits most'fiqual total credits.

5.. "Cash Basis" Adcounting,

if
1

A. Shaild revenues be recognized in the accounts when thi school
district gains a right to them or should recognition of the

. revenue he postponed until it,is Xtually pollected in the form
of cash?

ti '

A. ghould an eai'enditure he recorded *hen the debt is incurred or
should the expenditure be ileorded enly upon payment?

305
FM 1II-8&



6. Accrual And/or Modified:Accrug Basis hccounting
L,

A.' An accounting methOd under which rev ues are recorded when,earned
or when levies are made', and expendit es. are recorded as soon,

as.they result in liabilities for:bene is received despite the
fact that the receipt of the revenue or payment of the expenditure,
may take place, in whole or in Part,,in another accounting period.

B. Legal Provisions: (Exclusions to full accrual accounting and
reporting in Minnesota)

1. Capiti'l.outlay

2. Cohtracts for, equipment.-- school buses, cafeteria equipment
ihd overpasses.

7. Financial Acbounting -- General Comments.

A. Dangftv of incomplete records: Financial administration involves
muchrhorethancashalohe. Where-suolit "cash-basis" recording
systems,are in use, the board finds that financial control's are,
lost and that ,the "dash basis" recording Bytom is. inhex tly

incapable of recording completely and reporting the nat re,end
the resillti of all business transactions.

B. Conversion of resources into cash:, There are many steps and,'
ossibly) .a larig period of time ksvolved in the process of
converting a fund's reaouzres into available dash. Proper
accounting procedures must show the financial 'position at each
stage of the conversion process. The power to tax is a fund .

resource; this resource is converted into an asset inthe form
of taxes receivable when the tax is/levied: (Taxes receivable
is then converted into dash which is used for the purposes
specified: The problemsof tax collection could be minimized
if all tax records-were administered by the city, county or other
governmental subdivisions. Hoyever, it is in the interest of
the school district to be in a position tc determine for itself
that taxet-authorized to bejevied are'levied and that cash
collections fropkthe school distridt tax Is actually made
able to the school district. For this reason, it is desirable
that financial transactions which affect .the 'tom ley} and'eel-
lections therefrom-be Made a part of the formal accounting re-
cords of the school district. Otherwise, money colleted for
public school purposes may be diverted, and neveer made available
,to the'school district. A system of accounting which concerns
itself only with cash receipts and disbursements, commonly re-
ferred to as "cash-basis .accounting ", does not have an organized,.
methodical, and formal Way by which taxes receivable are recorded
thereby subjecting the School dicqpict'to the'possibility of
serious losses without the knowledge of the board ofNeducation.

:
FM 111-69

- 300



.---,

,

In addition to taxes receivaide, cash originatessfrom cony sion

of assets, from creationorliabilities, from sources of.tevenue,
from expenditure reiMbbrsements,and from other sources::'An%--
adequate system of accounting will analyze and record completely_
transactions which involve all present orpOiential,cash resources.
*Therefore, certain sound bustriess practicesmust be.followed in
converting the school district's resources intocash. This in-
cludes keeping a permanent account of all assets 11401 dispositiOn
is awthroized by the board of education. Failure to report these

,

assets gives incomplete inforamtion, precludes sound management%
eeilons on thepart of the board of edudation,land destroys
-cash control. 4

r

307
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'OPT 90. 37/1.44.
4U4 DATE 02704/74
FY19 01
Oni 440 ORR-FINANCE

DESCRIPTION

PIS OVER EXPENSC-NCP1REC
599 OTHER COTR SCRVICES 3,000 MOO
601 6EN EOVC SUPPLIES ____ 3,000
403 tUlTOOIAL SUPPLIES 1,000 ,
604 OFFICE SUPPLIES 1,000
604 GEN EU CDUIP.REPLACg___ 10.000_
820 BUILDINGS 7,000 ...

1192 NON-SCH DIST REIM 25.000
.Tom OPER ExPEN _ _SE-NONREC -12300

/

EXPENSE REPORT 19714

RESPONSIBICITY REPORT ORGANWTION SUMMARY (LEVEL SI

REPORTS TO 44 FINANCE WARMEST

ANNUAL1
BUDGET

VJE 116
PERIOD E401.14,,01/31/74

-!'!".1..'"*EXPE1 MIURE$4444.... 3___EKU3SRANCES AI EXPEND __UNERCUN5 _
NORM Y.T.D EXPEND 6 ENCUSS BALANCE

1110 SUS/FINANCE
400 CRT ASNINISTRATR
450 NM ADMINISTR SAL
452 CLERICAL SALARY'
414 TRADES SALARY
492 0.T. CLC;ICAL

_

534 AUDIT a.n FISCAL
511 CITY SERVICES _ _-
514 PICROTIom
516 PRItTIN,100LI5HtmG

. 524 OTMCR COUT4 PC95 SVC_
532 TELEP1,0"E/TELEGUP11_

* 537 NE50111/wS
550 SPACE RTNTALS
551 MAVEN', REr:TALS
561 FIRE 1115uNANCE
566 GROUP TEAN 1951-MANCE
567 9.11 IRS COsTRILIUTN
548 14L INS PAY" [9T
551 UT FIWEIT. 13i0
570 9WP1L5 1.1.1:11LIFf
521 AUTO 1450944CE
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REQUIRED READING

OperationsExpenditure Management.

10

-INSTRUCTION,TO BIDDERS AND GENERAL. CONDITIONS'

(Equipment Form)

1. PROPOSALS:
Sealed proposals,w03 be.receiveeby Independent School District t214,
PopkinS, MOnenta, at the office of t'e Director of Runinens Affairs,
Senior High School Building; Hopkins, Minnesota. Bids received

after the .closing, time'wiii,be uAopened. Envelopes containing

bids must be scaled, marked on the lower left hand corner; .

"'PROPOSAL BID ON " With the name and address

-of the bidder and addrdssed to:

IIP

2. FORM Or PROPOSAL:
Bidders shalY1submit their bids upon the proposal forms accompa-
nying the specifications. The signature shall,be in long hand.
The-completed proposal shall be withqut interliheation, alter-
ation, or erasure.

3. BID OPENING AND TABULATION OF BIDS:
All bids received grior to closing time will be acknowledged and
checked in. No formal reading of bids will'be conducted. Bids

Will be tabulated promptly and tabulations will be open for inspection

when completed.

4., OWNER'S RIGHT:.,
The Board of Education reserves the right to cancel any or all
bids.

5. SECURITY AND PAYMrNTS:
Bid to-be accompanied with Certified or Cashier's check or bidder's
bond in the amount of 5% of the total base bid, payable'to Indepen-
dent School District No. 274. -'Cash deposits will not be accepted.

Payments shall be made on the basis of 80% within thirty (30) days
after delivery of equipment, and the 20% balance within ninety (90).

days.

FM III -9d5 ll
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6.* OWNER'S RIGHT TO WIT1111OLD CERTAIN AMOUNTS AND MAKE APPLICATION '61E1 lE0F:

The owner may withhold in addition to,theretained percentages

from Paymeot to the Coniractot such an amount, nr,amnunts, as
may be necessary to cover:

(a)' Payments that. may be earned or due for just claims for
labor or materials-furnished in and about the work;

,For defective work notremedied; and

(c) For failure of the Contractor to make properdpayments

to his Sub-contractol-s;

(0) Reasonable_doubt that the contract can be completed

. for the balance then unpaid;

(e) Evidence of damageto another Contractor.

7. SUBMISSION OF CERTAIN DATA: s
'Each bidder may sutmit-withhis kid and, in any event, thg,Owner.
may require any bidder to submit such data regarding his exPeri-
enee, finahcidl conditions and the equipment he proposes to use
as will satisfy the Owner that such. bidder is prepared to fulfill
the contract, if it is awarded to him.

8. INTERPRETATION OF CONTRACT_DOGnENTS:
If any persbn contemplating submitting a bid for the proposed
contract is in Ioubt as to the meaning of any part of the plans,
specifications or-other proposed contract documents, he may.sub-
mit a written request for an interpretation thereof, prior to
48-41ours before the time of opening of bids. The person sub-
mitting the request will-be responsible for its delivery. Any
interpretation of the contract documents will be made by an-

.

addenOum duly issued and a copy of a set of such documents. The

Owner will not be responsible for any other explanatioRor inter-
pretation of the contract documents.

If the'Contrattor desires to furnish an item different from that
specifically mentioned in the specifications, he shall submit
with his proposal information, data, pictures, cuts, designs,
etc.- of the material' he-desires to furnish so as to enable the
Owner to, compare the article intended to be furnished by the
Contractor with the material specified; and such materials will
be given consideratiOn.

9. DESCRIPTION:
Wherecegtain types and sizes, ofeqUipment are-specified, it is
not the intent to discriminate against any approved equal, but

is intended to inform,the bidder of the function and general
quality in which the Owner'is interested. The bidder may submit_
a bid upon an similar 'equipment which will serve-the purpose and
size secifie . Where such items are bid, the Bidder must submit
catalog data w th such s ecifications and indicate on the Form or
Proposal in order to make clear to the Owner what item has been
bid upon.

Only new unused and first quality materials or equipment shall.
be supplied udder this bid

-312
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10. TIME or COMPLETIPN :

-
Date:411 del,ivery will be aiconsiderationin the awarding of,con-
4racts, The Contractor-shall include with his.propcmrs deli-Very'
date'A for each item after the receipt of notice of the acceptance .

of the .contitae by the' owner..*:The Contractor-shall furnish all
items not- later than respective dates submitted with proPoN'als,
ainless'otherwise rmitted an extension of time, by an order in
Writing by the Owner: Mote: Check Liquidated Damages,Alternate
under Special' Conditions, if -applicable,). \-'

11. PACKING ANb DI LIWIT
All equipment shaIlfie. delivered tolitie,job in _first - class con=
dition, free from any defect of maniiracturesor damage due to
handlin in shipping or delivery. Itemsaigi& aro'delivered-in
packages, cartons, or crates are acceOtedTnly ibbh the ;tiarpri-
tee.that upon removal from such packdgIng by.the.Owner they,are
found first-class condition without any dErfects either in
curred in manufacture or transit.- Any items which are.rejeetcd
because'bf any kind of damage or defect, prior to acceptance by
Owner must be removed and replaced Witheii-t- additional cost.to
the Owner.

12. INDUSTRIAL GO:'.'-!1SIGN.r;TANPARDS:-
The Is responstoie that the manufacture and inst011ation

equipment mTets Minnesotalndustribl Commission speeift-
cations acid standards.

.13. SERVICt t,rflITIES: .

.
.

.

In consiuering the equipment bid upon, the Owner will take into*
. account past performance of existing installations and the ser-

vice and mainterrapce facilities -provided by the biddor of the -

equipment._ The bidder,shall have cad service organization
that is trzfined in the servicing of a ipmbnt they are bidding. -

14. WITHDRAWAL Or'BIDS: Jr

Any bicider m,iy witherravi h is bid prior to the schedule closjng-
time for the receipt' of bids, but no bid-shall ,be Wit rawn for

i q period of thirty (30- days after the schedulelt closing time
for thq-reccipt_of bids. The owner reserves the eight ta award

t' . .

, .. contracts for ajaeriod of thirty (30) days.
N.- #

, 15. ACCIDENTS:
' The Contractor Shallikoldithe Owner harmless from any and all

damages andoplaims that may ar5se by reason of any.negLigence
on the part of "-the Contractor, his agents onempsleyees in the . :

-hp6rformence ofIthis Contract, and in Case any action is 12retight

therefor.agai9se'tNe owner or any of his,aectits or employeqs, 0

the Centi.actor shall assume' Rill responsibilAW for the,defense
thereof, and-upon his fa4.1ure to do eo on tbeLproper notice_,,
the Owner, reserves the right to defend' such anion and to '11,61-gq

all costs thereof to the Contractor. The Contractor will fake,
all precautionsnecessaiy to protect the:publie against injuey;.

nind when.necessary keep danCor-signala out at niOtand at stiell,
lfher.times and places' as ppblic safety may req4A0-.

"
..a
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llidorrs shall inform themselves of to conditions. under which

the work is to be performed, concerning the site of the work,

the construction of the buildingand air other relevant matters

concerning the work to be performed and, if awarded the contract,

shall not he allowed any extra compensation by reason of any

Mhtter or thing concerning which bidder, might have fully informed

himsulf, bccautw of his failure to have Ero informed himselj prior

to the bidding, and the Contractor must employ so :far as possible

Such methods and means in the carrying out of his work as will

pot cause, any interruptions or interference with any other Con-

tractor.

17. EXTRA WORK :,
No extra work shall be done nor any obligation incurred for the

payMTt therefor except upon a written Order fully sided .by

the Owner. Such order shall state the cost .of such work and

.the time allowance for same, if any.

18. COI, LTANCE WITH NWS:
All materials and equipment must comply in quality and type of

material pnd method Of manufacture with all applicable local

or state laws pertdining thereto.

19. tv6SIGNMENTS:
The Contractor shall.not assign the whole or any part of- this

.contractor any monies due or to become due hereungcr without

written consent of the Owner: In oase,the Contractor assigns

all or any part of any monies due or to become due under this

contract., the instrument of assignment Shall contain a clause

substantially to the effeCt that it is agreed-that-the right

of the, assignee in and to any monies due or to become due to

:thei Contractor shall be subject to prior liens .of all persons,

'firms and corporations for services rendered or materials

supplied for the performance of the clerk called for in this

contract.-

20. ONE YEAR GUARANTEE:
The COfitracor shall guarantee all workmanship and materials

entering into the equipment he is'furnishing for a period of

one (1) year after the fihal acceptance of this equipment,,and

if; during the guarantee period, any defects or fkulty.material

are found, he shal1 immediately, upon notification by the Owner,

proceed at is own_ expense to replace and repair same, together
t, 'with any damage to all fieishes, fixtUres, equipmtnt or wotk-,

manship.

21. QUANTITIES :

Bidder's attention is called to the fact that theestimte of ,

quantities of each item shown in the invitation is approximate

and is given only as a basis pf calculation upop%which the
award is to be made. The right is reserved by the Cwher to

FM 111-98
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Increase or decrease by no more than 10% within two weeks'of
'the time of award, the number of units finally ordered for any
item in a group containing, items of separately priced units
and at the accepted unit bid prices.

22. INSTALLATION:
Where equipment is called for tp be installed under this con&
tract, it shall be placed, leveled and securely fastened into
place where-sailed for on the drawings. This Contractor shall
be responsible for phtaining-dimi,oeisions and other such data
which may be required to "assure exact fit to work under another
contract. The connections to services; plumbing, heating, and
electrical are included under another contract. It shall he
the responsibility of the Contractor to furnish-adequate piping
and wiring diagrams to insure promeonneetiona to the various
services.

This Contractor shall completely remove all packing, crates, and
other litter due to his worki, fro/7i the premises. This Contractor
shall also be responsible for the cost of repairing any damage
to existing work which is caused by him during the instal4ation

of his equ,ipment.

23. PERMITS AND LICFN=;ES:
The Contlactor shall give to the properfautheritiescall. notices
as required by law, =relative to the work in his charge; obtain

all official holing permits, licenses for water, temporary
enclosures, obstructions or excavations in public streets, etc.,
and dlso;pay such proper and legal fees to414lic officers and

others a's rilay be necessary to the due and' faithful performance
of the work and which_ may arise incidental to the fulfillment
of these specifications. All-materials used, and work-performed
must confoth to-the laws of the State, of Minnesota and alt.-local

ordinances.

.24, DELIVERY OF ErrilltY7NT:
All equipmcint,shall.be fielivered freight prepaid tp Hopkins,

School District.

25. INSTRUCTICN-MUAL AND- PARTS LIST: u

The Contractoc sql1 furnish operating instructions and main-

tenance'information.to the Owner in written form for all equip-

ment including motors-, condensers, and other attachments or
power - driven parts.

26. CONTRACT SECUlITY (PERTORMAkE BOND):
The Contractor shall iurnish a surety.hond satisfactory to the

Owner in an amount at least equalto IDO per cent of the con-

tract price as securlty for the filithfurPerformarice of this

coritractand for the Payment: of ail pei-sons performing labor
and furnishing materials in- connection with this contract, in

accordance with the terms of Section '574.:26 Mdnnesota Statutes
,1F

Annotated, as amended.

A.

4.
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INIHMENDENT SCHOOL DISTHICTS, CONTKACTS. Subdivision .

vontrat for work or lithodikpr for the purchase of furniture, fixtures, or oil

,,porty, except books registered under the copyright laws, or for the constrw:
ropair of school houses, the estimated cOst or value of which shall exceed:

'Pri0 for school districts wifh an enrollthent of student 'M grades 1 to 12 of I

10.000, or (b) tilajor all other school districts, all be made by the IA.
4r1 without first adOlTrfsing for bids or ptopOsals by/ two weeks' published nu
'he official newspaper. Such notice shall state the nine and place of _receiving 1 ,

contain a brief deseriptiohlof the sulAct matter. /
additional publicatidn in the official newspaper or elsewhere may be fn. '-

thf' board shall deem necessary. w

Alter taking into Consideration conformity with the specifications,
terms of delivery, and other' conditionrimposed in the call for bids,
:very such ,contract shall be awarded to the lowest -responsible bidder,
July executed in writing. anti the person to whom the same ik awarded
hall give a sufficient bond to the board for its faithful performance,
nd otherwise conditioned as required, by law. A record shall be kept
1 all bids, with names of bidders and amount of bids, and with the

bid indicated thereon. A bid containing an alteration or
-alum of any price columned in the bid which is used in determining
ie lowest responsible bid shall be rejected unless the. alteration or
.asure is corrected .as herein provided. An alteration or erasure may

crossed out and the correction 'thereof printed M ink or typewrit-
n adjacent thereto and initialed .in ink by the person signing the bid.'
the case of identical low bids from two or more bidders, the board

sty, at is discretion, .utilize negotiated procurement methods with the
d low bidders for that particular transaction, so long as the price
id does not exceed the, low -tied bid price. In the case where only
single bid is received, the board may, at its discretion, negotiate a
dually agreeable contract with the bidder so long as the peke paid
esnot exceed the 'original bid. lf no satisfactory bid is received, the
ird may ieadveruse. Standard requireirient price "contracts estab-
ted for supplies or services to be purchattd by the district shalt be
tblished by competitive bids. Such .standard requirement price con-
Is may contain escalation clauses and may provide for a nego-
.11 price increase se decrease-based upon a demonstrable industry-
e or regional increase or decreasein the vendor's.rosts. Either
'y to the contract may request 'that the Qumr issth demonstrate

such increase or deciease. The term' of such contracts shall not exceed
two' years with an option on the part` of the district to renew for an
additional two years. Proyided that in the case of purchtise of perish-
able food items except milk for school- lunches and vocational training
programs a contract ot any amount may be mode by direct negotiation
by obtaining two or more written quotations for the purchase or sale. ,

when possible, without advertising for bids or otherwise complying
with tht requirements of this or section 471 345, subdivision
3. .411 quotations obtained shall be kept on file Jr o a period of at
least one-year after receipt thereof.

dP
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Every contract made Without complitice with the provisions of this
section shall be void. Provided. that in case of the destruction of
buildings or injury thereto, where the public interest would Id suffer by
delay, contracts for repairs may be made without advertising' for bids.

Firm bid contracts bar the purchase of milk and ice cramp renego-
tiated between August 25,I973 and July I, 1974 which provide for
a price :ncrease or decrease based upon a demonstrable industrywide
or regional increase in the vendor's costs are valid and not void under

this 'subdivision; provided that the adutstment shall not exceed the

increase or decrease authorized in the applicable federal marketing
'order for raw milk; and provided further that a school district which
did not renegotiate its contract before February 1, 1974, shall not
adjust its contract ur provide for price increases or decreases for
purchases made before February I, 1974.

Subd. 2. Members- of the board are authorized to contract with, to work fore
std furnish supplies to the district subject to the provisions of Minnesota Stat
ems, Section 471.87.

Subd. 3. Any contract made by the board foi the rental of rooms for school
purposes, or for the free transportation of pupils to and from school, or for the
total of any facility or 'facilities owned or operated by or under the direction of
any private organization,-shall be effective until' disapproved by the commissioner,
and all such contracts shall be submitted to- him for approval immedialeeafter
being signed by the parties.

. Subd. 4. The coinmIssloner shall approve each such contract unless it appears
from the inforMation available to him that:

(a) The amount to be paid by the district concerned' for the roomi or facili-
ties rented or for the transportation to befurnIshed, under such contract sub-.
stantially exceeds the reasonable value thereof; or

(b) )) The rooms or facilities to be furnished are not reasonably required for
or suitable to the operation of, the schools of the district, or the transportation
contracted for it not suitable to the requirements lbf the district; or the contract
does not provide adequately against any encroachment on or interference with
the conduct of a public school; or 41/4

(c) The contract does not conform to law or 'a duly protnulgated regulation
of general application of 'the ,,State board of education.

Subd. 5. If the commissioner determines that one or more of Such circum-
stances (a), (b), and (c) exists, he shall notify the district board, giving it a rea-'
sonable stated time in which to meet the objections specified in the notice. If the
contract is not so changed within that time, it shall be disapproved by the corn.
missioner. If the contract is approved the commissiontr shallYsO notify the dis-
trict board. The commissioner's action together with a statement' as to whether
or not a petition to review such action has beenilled as hereinafter provided, shall
appear' in the proceedings of the next meeting of the district' board, held after
receipt of notice from the commissioner, and the proceedings, shall briefly identify
the contract approved or disapproved.

Subd. 6. The-determination of the coMniissirter-disappooving a contract shall
be subject to the review of the state board of eetteation, on the petition of the
district ,board, made pursuant to Its resolution.

Subd. 7. The determination of the commissioner approving a contract shall be
subject to the review of the state board of education, on the petition 'of voters of
such school district equal in number of five percent of those who voted at the.

, last annual election or annual meeting of the district, except that there shall be
at least five. petitioners and that no more than ,25 petitioners shall be required.
Such petition must be filed in duplicate with the commissioner on or before the
tenth day after the publication of the proceedings of the meeting of the district
board which slurw the determination of the commissioner, the review of which
is asked, or Mr thirtieth day after such determination. whichever date is earlier.

Staid. 8. Such petition shall:
(a) Identify the determination of tic commissioner sought to be reviewed

lad the contract In question by the names of the Parties to it, and
at) Allege the grounds upon which the determination of the commissioner is.

claimed to have been.errnneous. but tuck allegation may be on information and
tenet of the petitioners, and

44-
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1. I

I
, .,

tc) State the names, post office apcsaes. and voting resideminpf the pell
k tioners,,and ,

.
i:on

'.1r.
(di 'State thi person of pers, not

.
more than three, and their lespective

post officesaldresses, whet are authorized to receive for all qf the petitioners any
botices with respect to the:review or any subsequent procfeding.,A person, not
a resident of the district. may be so named. ,

t Subd. 9. i.ltion the filing of a *prope petition, the commissioner shall. set a,
time and Placa, for hearing thereof which shall not be less than ten nor more

...; ..

than 30 days after such Sling. lie shall cause notiZe of streh hearing to be gi%1
by mail to the parties to the contract affected and to the person Or persons, nam.:
In the petition as authorized to receive notice, and in addition shall cause a nowt.
thereof to be published in' a newspaper qualified to publish proceeding, of tit(
district board concerned. . .

.

, Subd. 10. The 'state board shall adopt rules governing,' the proceedings ft,
review not inconsistent with the requirements hereof.' Such rules shall be desiene.:
to give a full and fair hearing and to permit interested parties an opportunity i
produce evidence relating, to the issues involved. Such rules may provide that an
question of fact to be determined upon such review may be referred to one t.r
more members of the board or to, an .employeekol. the state board of education
acting as a referee to hear evidence and report to the state board,the testimon)
taken.

.0 .
. .

s . .
Subd. 11. The state board, or the parties to the proceedings, or any Panne

designated to receive evidence upon a review shell have the same right to lisle,.
and procure subpoenas and adman ster oaths as are granted in proceedings before
the departmentf latfor and industrY. There shall be a stenographic record made 0"
all testimony given and other proceedings during such hearing, and as far as pr.:,
tleible, rules governing reception of evidence in counts shall obtain.

Subd. 12. The decision of the state board shall be in writing and the. control
ling facts found upon which. the decision is made shall be stated in sufficient clew:.
to, appraise the parties and the reviewing court of the basis and reasdri of ti:,,i decision. If it is the detision of the state board that none of the grounds of dn.-
approval specified herein exist, the contract in question shall be approved: if il
is the decision of the state board that one or More of those grounds exist, tht
contract shall be disapproved. -

.

Subd. 13. The decision of the state board may be reviewed on certiorari b!
the district court of the County in which the school district or any part' thereef

,$s located, and the rekasonableness of the state board's decision under all the cicur
stances of the casealowri by the record will be judicial question of fact

Subd. 14- The fact of approval or aisapproval of a contract shall no be et
Aimee In any civil or criminal proceeding growing out of the making or per:of :
ante of the contract or related to. the official conduct of the members of the d :.
trict beard Proceedings or failure to proceed shall not preclude any civil or al!:
Mal act otherwise prope'r. Necessary costs and disbursements, excluelve of tht -t

. .-incorred in the adranistrative.proceecUngs, on review by certiorari shall be tam
against the losing party and in the event taxed against the state shall be Pa-
from the appropriations Made to the state department of, education for that PJ:-
ment of special ststte 'aids..

Nix1959 c 71 art 4 a 19; Ex1967 c 1 4 6; ithfic 107811
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REQUIRED READING

tit

ai

Operations -- Expenditure Management'

13

BPSC/FICATIONA

FOR

FURNilURE

se

1. BIDS: All bids must be submitted on and in accordance with forms provided
by the board. All bids received after the time stated in the Fall for
bids may not be considered and will be returned to the bidder. The bidder
assumes the risk of any delay in the mail or in the handling of mail by
employees of the school district. Whether7the bid is sent by mail or by
means of personal deliverrolphobidder assumee responsibility for having
his bid deposited on time at the place specified.

0
2.'

All bids must be sealed. All bids shall be.addresd for "Anoka:P.m:spin--
Independent School District Ne. 11, Be:: 191, Anoka, Minnesota 55303,
Attention: Edward L. Ru.S-t." Bid envelopes must be clearly marked "BID"
together with the date and time of the bid opening: Telegraphed bids nay:
'be considered at the discretion of the school district: Telephoned
quotations or amendments iiIL net be accepted at any time.

TAXES: No charge vill be allowed for federal, or state sales or excise
taxer since the school dictrict is exempt from sue; taxes.

PRICES: Prices shall be quoted net, with transportation and delivery
prepaid by the bidder to destination indicated in the ,proposal

proposal;

4. SCOPE: contractor shall furnish the equipment and. incidental work- -r
called for hereinafter all installed complete in all respects and ready
for use in the building as directed and shall furnish all labor materiels
and.skill moossary for the completion of the work in accordAnco with the
specifications.

ma'
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DESCRIPTION OF MIK: The Work contemplated by these specifications it

_divided in tae following moral classifications:,

_ Stools .

Wastebaskets "fables:

ADeskt

Each of these classificiations'shall be Sid upon separately. Each bidder

may bid on one or ,separately on several of the items. Bids will be con .

sidered on each item separately. The board reserves-the right-to increase-
or to redUce the quantit,r on any item on the basis of the unit price at
the time of awarding the contract. .

6, At CF CalTRACT: Awards will be made to the lowest responsible bifider
to promote best the public interest, taking into' consideration the reli-
abiLW of the bidder, .the quality and appearance of'- the materials,
equipment or supplies to be furnished, their, confornity_with the speci-
ficationo, the purpose forwhich required and _the terms of delivery. The

school district reserves the right to,make the award of the contract in
each case, in the interests of standardisation, /to the bidder other than

*the lowest.

The school district reserves the right to reject ail bids, or any.bid in
whole or in part for cause, to waive technical defeCtS;-,qualifications
irregularities and omiOsions if in 46 judgement and bestinterzst btf the
district will be Served.

II

7: TIME OF COIFIrTION: Installation tinder these specifications shall be
-completed on or before dates as listed for each item.

8. IMSTRATIO::3: DFSCRIPTIONS.6ETC.: Specifications require that

certain sampiesftnall be sui.Amitted for examination and comparison. Such

samples shall be delivered shortl before the time set for the cpcning of
bits and shall be:set up uhere'directed by the owner. Each sample shall

be accompanied by such description as may be necessary to shoal the kinds

of materials and finishes', details' of construction. Deiriationt, if any,

from the specifications shall be called to the attention of the owner.
Samples furniihed by the successPul bidder shall it each case, unless of

wise directed, remain on the premises in the owner!e possession until after
the finl acceptance of the work under this contract, after which they

shall be removed. ether saMplet,shall be rempved after the award of the

contract.

9. ItitStrtr!r7:?!7.1 ,The contractor, before proceeding with the-work shall tdke .

ziccory mcaturencnts at tho building, shall obtain all information

Itecessary for the pro...17.rat4on and installation of his work. The cohtracto

shad assume all re:Tonsibility for dimaniion3 and the proper fitting

of hiu work.

O. Pntv.ny plI3VS7'ALT!MON: All work cha4 be installed complete: in

41

place

and ronay for uno. r.4.enD10 furnituxo shallbo'placed in the rooms as

direOtcd by the owner.

\

---1
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DstraRr AnD IVSTALLATTON: continued:1110
All work shall bo uncrated and cleaned,. whole and sound and free oedefaotas
All crates, packing rateriala,-and debria resulting frdh the work shall
remain the prcpert:y of the contractor and shall be. removed from the site
and disposed of. by him.

21. laTTRIA/S A.7.0 ildr..7.!:TST7P: All work shall te'executed in a thorough,
aubstantial, wor.:177;,nLike. manner by workmen skilled in work of this type
with the materials epeeified.

All work at the time'of acceptance shall be clean, whole, sound, and
undamagedvin good working order and ready .for use.

Each contractor shall install his work complete as described and shall
patch, clean, and make good all damages resulting from his work.

12. BID SECIMITY: The bidder shell accompany his bids 'with a certified check
.bid bond or caahier's check, payable to tht Anoka-Hennepin Independent
School District Ito. 11, in the amount of 5% of the bid submitted.

13 "OR ETTAL CLAUSE": deitaifi predesses, types of equipment, or kinds of ra- _

teriels dye eescribed_in specifications by?meansof trade Blames and cattier:,
numbers. In eP.ch instance where this occurs, it is Understood and inferreM
that such,dcsc:ription is followed by the,,wprds "or equal". Such rethecref
description is net intended to exclude any other process, Ilike of equ1p7
went, or, kind of materiels, but is intended merely as a me of estab-
fishing a standara o: comparisons

INSTALLM=1: Where equipment is called for to be installed under this
contract, it shall be p1aced and leveled, securely faste'ped into place
where called for in the drawl:1:7s as directed by the owner. The contractor
shall be reeponsibl© for obtaining dimensions and other such data which
may bra required to assure exact fit to work' under another contract or as
intended lethe owner.

15. PAITZ.WTS: Payment shall be made after completion of all' obligations undeX
the contract, acceptance thereof by....the owner.

FM III -109
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EVALUATION

NAME DATE

Mete this evaluationlormhased on the exercise(a),youltaie listed,
oW'and return it with your assignment for this section. An-envelope
isrovided.

OBJECTIVE TITLE

EXERCISE NUMBER(S)

EXERCISE PAGE NUMBER(S)

4.

I. COURSE MATERIAL - Circle the response indicating your level of agree-
.,

went with each statement.

/-1

1. The course material is well
organized and developed in
coherent sequence.-

2. The length and scope of the .
coupe material wad adequate.

3. The course material clearly
conveyed abstract concepts
and theories.

4. Basically, the course material
provided me with learnj.ng and
leSrning tools which were new
to me.

5. The style of writing was clear,
concise and interesting.

6. The course material provided
me With activities which were
practical and not make work
activities.

7. The course material is
closely related to the
objectives.

324

0
4. c

q7Y _ tfr

C2 .,--

1* 2 3 4 5

1 4 S

I 2 3 4 5

2 3 4

1 2 3 4 5

2 3 4 5;

1 2 4 5



'8. What would you do to-improve this course material?

II. REQUIRED READINGS

tv

1. Which reading in the lesson did you find most helpful f (Indicate
by author and title or by number of reading) How were they
helpful? (A few words, such as "background" or "understanding".
will be sufficient)

dr

2._ List any of the readings that were not useful to you aid tell
why thsv did not meet your needs (The title after the appropriate
word will be sufficient):

Nothing new:.

Inaccurkte:

Redundant:

Hard to Read:

Hard to Understand;

re A

3. Put a check in the proper space. I yould recommend:

A) more or other required readIngh

13) fewer or other required readings

imr_ C) no change 111 the requifedfeadings

3 2 5



4. Would ypu prefer" an assigned text(e)?

A) Yes

B) No alb

If yes, can you suggest any?

III. WRITTEN ASSICINMENT Circle the.respOnse
agreement with each statement.

1. The assignment was clearly and
unambiguously stated.

.4
2. The ].'ngth of time" requited to

complete the written assignmfmt
was reasonable

3. The written assigrittent really

gave meanopportunity to.
show what I had learned.

4. The written assivmont waS'npt
a mal:la work activity, it was
something I pres(utly do.

indicating your level. of

0 0
67

co

5. What would you do to improve the written r.-.nignmints for this
lesson? V

4

5

S

4
6. Were other materials required, in addition'to those provided, for--

completion-of the excrcises?.! If yes, pliire list them.

32;



,W.

4 EVALUAT,Wii

1 '
,,,

. 14A11g-

* 2

4

ete this evaluation fOrer-Vsed on the exercise(s) youkve listed.
ow and return it with your assignment for thid secAi5p. An. envelope

s provided._

Lr

DATE

\,

OBJECTIVE TALE

EXERCISE NUMBERS)

EXERCISE PAGEMBER(S)__

-4

=

t. COURSE MATEgIAL - Cirtle -the relionagrindicaiing.yoyr level of agree;
melt ' with each statement.

I
1. The coarse material is well

'I>j Organized. and develope d in
coherent sequenCe.

a

2. The lehmth and scope of the
course ateria1 was adequate.

3. The_cburse material clearly
convewd abstraCt conceptq
and theorio.

4. sically, c ovrsematgrial
p vided m withilearoing and.

. lea n ools which were --new
t-oom

5. The stylie of writing was cleter,

concise apeineeresting.c.-
.1.

6. The course material provided
me with activitiep whictvwere

4 practical and not make u4;rk )
* activities.: - ,A

s
-,

. , .

7. ' The course matsprial'is°
closely Telatea.to,th&

4'

objectives.,

; 327
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10.
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4

i

8. -What would. you do to,improve this course material?

4.

RRADJNGS

1. ich reading in the s:ton did yOu fincmost holpful? (Indicate
y author and title of reading) flowyere'ihey

e0ful? (A few words, such "bilckground" or "undeistriuding"'

ill be sufficient)

. 4
IP*

4

s
2. List any of the read'inge'that were ribt usefia to you ind tell

'why. they did notmr_et youi nerds (The titre after the

word 1.4111 -be ,suff i c ftit) : " 4-- .

:, .

s

Nothing new:

'Trtaaurdte:
.

Redundant:.
' k

J cll. hard to Raridea, ;

.
.. ..,

IP
, . 0 ii eg, -,-

aard to Understand:

. # . q

.
------.... '

.Put
'!

. .

'lb. 3.
,....7-,, ,

as check in the proper,spne. 'I would tv( op.mvnil:
.

,A) more or oth9r required P(-dings
AL, . 1 4

4.) fewiir or other requirOd read-Tngs
. 0

----- Do- change in the required readings

IP ,

f,j284, '4



. .

. A

4.- Would you prefer an assigned text(s)t

A) Yes

B) No

If yes, can you-sulgest any? e

III. WRITTEN ASSIGNMENT - Circle the response indicating your level o
agreement v;th each statement. . ,

c 00
. o t0 4 0_

ell C:0

I. The assignment was clearly and
unambiguously stated.

2. The length of time required to
pinplete the written assignment

.,

was reasonable

3. The. written assignment really -

gave me air opportunity to A
,

show what I had learned. .".

4. The written assignvnt was not
a make'work activity, ,;t was_
4pag4hing I presently.do.:

1

1

2

2. .

3

3

.

4

.1 2

2

1. 2 3

.
t

1." What would you do to improve the written assignments
lesson?

fop, this-

.6., Were other materiils,required, in addition to those provided, for
-*Completipn of .the exercises? If yeft, please list them.

-

329.

1.
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EVALLIAT 1 at

NAME DATE

Complete this evaluation form based on the exercise(s) you have listed
below and return it with your.asSignment for this section. Ai envelope
is
0
provided.

OBJECT t V Et TITLE

EXERCISE NUMBER(S)

EXERCISE PAGE NUMBER(S)

I. COURSE MATERIAL - Circle the responde indicating your level otatree-
ment'with each statement.

1. The course material is
organized and developt-d in
coherent sequence. .

2. The length and scope of the
course material was adequate.

3. The course material
conveyed abstract concepts
and theories.

4.. Basically, the course material IT_

provided no with learning and,
learning tools which were new
to me.

5'. The style of 'writing was cleari,"

concise and interesting.

b. The course material provided °
me with activities which wtre_
practical and pot make wont
activities,.

4

7. The.courie material is
closely related to the
objectives.

330

1
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8. That would you do to improve this course material?

REQUIRED READINGS

1. Which reading in the lesson did you find most helpful? (Indicate

by author and title or by number of reading) How were they

helpful? (A few words, s as "background" or "understanding'

will be sufficient)

4.0

4

List any of the readings that were not useful to you and tell

,why they did not mcet your needs (The title after the appropriate

,eword will be sufi'icient): -

Nothing new:

Inaccurate:

Redundant:

Hard to Read:'
It e

Hard to UnArtand:

3. Fut a check in the proper space. I would

A) more or other required readings

or .other rcquixed'eadings

C) no change in the required readings

331

4,

1



4,

t

'.
4. Would you prefer aft assigned feIt(s)?

` A) Yes

B) No

'.If yes, can you suggest any?

III. WRITTili'ASSIGNMENT - Cir4e the response indicating your level of
agreement with each statem4znt. b It4. 0 V nr

At' 0 t C tb 00

0 t t t
t

1. The assignment was clearly end
unambiguously stated.

2. The length of time required to
complete the written .c.csignmcnt
was reaconable

3. The written assigulwnt really
gave me an;oppo,rtunity to
sllow what I had learned.

4. The written assignment was not
fa make work ,;,cti.-yity, it whs
something I press -ntly dd%

(10

1

J

2 3 S

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

5. What would you do to 1T rove the .written n';nignm,nts for this

lesson?

6. Were other mat'efialS,requi'reds, in addition to those provided, for
completioh of the exercises? If yelp, prease liSt them.

II
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PR -EFACE

FISCAL. MANAGEMENT is one of the three courses in the Special

Education AdMinistrator Training Program. The training was developed

as part of a three-year project, and this is the first application

-of the competency-based education model. It is designed so that

revisions can be .made according to objectives and the insftuctional

needs of the participants: The student, course author and pre/post

test assessments will contribute to the evaluation of this material.

The competency areas foi the fiscal management course weie

empirically derived from the job of the special education administrator.*

And Although additional competencies' may be needed in' a specific

position, the following areas were determined essential for your

performance on the job:

Sources of Revenue
Budgeting EIPenditures
Managing Funds
Recordkeepingamd Reporting

- Each of the above has been independently designed so that the

'fiscal-management couxse:can be tailored to meet your needs. In

addition, the competency areas contain the necessary materials for

instruction--including course author'material, written questions,
evaluation, sample forms, and required readings.

Any questions you hive or problems you encounter with the in-

.
structibnal material should be discussed with the field consultant.,

This will facilitate your learning and provide input for'modifying 4

the instruction to better meet your needs as a special education

administrator.

336
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RECORDKE E PING AND
REPORTIN G

10,

In the previous objectives we have considered many topics
'1 which are important to the preparation of the budget. Sources

of revenues and income management has been detailed. Expenditure
planning and expenditure management were also presented to com-
pleNthe discuiSion of the three main components 'of the budget
proses

1

When all the data is available, the nextstep ip to assemble
the preliminary. budget documentihrObjective IV will look at budget

prepay ion as well as budget 011Pentation, Keep in mind that
the budget document is not going to be viewed as simply, an account-

. ing process rather, A budget is going to communicate your goals
and how you propose,to accomplish the goals.

Our main interest points toward preparation and presenta -'.
tion of the budget document. The budget document will be viewed
as a tool to communicate the program, cost of the program and
sources of funding for the program. When the objectives of
this section are realized, you will be able to:

identify the data necessary for the budget document;
assemble the data-in a format which communicates the

program4.cost of the'program and sources of funding;
present your portion of the budget and justify the allocations

in terms of programs; and
, understand the entire'budget prodess and how your area of
reeponsitility fits in the total scheme.

A, BUDGET PREPARATION, PROCESS

1. REVIEW OF BUDGET COMPONENTS

Preparation of the budget starts long beforO the numbers

FM 1113.3-9 c
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1

begin to take shape in the district offices. No matter what the
finished product is called - -an operating budget, a program'budget,--
a responsibility plan, or alunctional budget - -the firit step
is'amethodical planning activity.. Current programs and scrutinized
along with new programa needed in the coming year or projected

0e9t

for' the flitu : This step may involve few people, or it may be
expanded t compass staff, administrators and community. tte
approach will not-be identical in every community, but the emphasis
will be on programs, which is'the first step in budget preparation.
The exact nature of a program definition will vary from district

.

to district. Some communities may define the program in general

PsPM
while others may have a detailed explanation. The point

, before any detailed work on4the financial plan may, begin, it
is necessary' to define_the program, in term; scceptable,io the
community.

1 .
4

The details of the expenditure plan begin to take-shape
once the program dimensions.are set. Some budgets may be ten-
tative or developmental and will suggest a series of alternative
approaches. .In-other cases the exact program specification will
have been defined or agreed upon previously. Developing the
spending plan., is merely costing out a program or a series of'
program alternatives. In addition to possible cost differences
the proposed budget plan may-indicate advantages and disadwanrages
of program alternatives.

so
Reaourceddentification is also an important aspect of Dhe

total budgeting process. While it has been noted that_program is
-the basis for [hg budget and for expenditure planning, the ability'
to fund the program cannot be. overloaked; -4Due, to tax limitations

or an dtwillingness to raise taxes at the local level., the amount
of money is many time determined first and the program is then,
adjusted to fit; and insome cases, developing the budget out of
the program would help to overcome this situation. Regardless
of the situation, an in-depth analysis of program will aid in
focusing on overall needs, rather-than only concentrating on, the
prodess of allocating available dollars.

It waA established earlier that budgeting is 'a cdntinuous-
process. line with the bilgoing activitieirdiscussed, the con-
ceps of a calendar of budget eltents was emphasized in order to
insure, systematic and timely development of budget dat ' Work-
sheets,,foims and instruction booklets provide addit al use-
ful assistance to those persons involved in the b activities.

As budget data is developed it.should-be reviewed by each
level in the administrative organizttion. The purpOse of,this
review is threefold: to_ verify defail3 to review and chi
.the justifications; and ttrinsure that data is understood.

3.404-
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. 0 ... .. . .. -
' bdIdget alolfd he, reviewed in

.)
detail by I ach s ervisor. In ',

idlitioh, supeiNVisos -should, conduct. a aisc ion with each ...
subordinate infimi.tting_ a btaget apflipodal. Any changes in the

. budgdt regtiest should be -'discussed and understood by both pmrties
at the- time of the discussion. '

0 It.
. AVELOPING THE BUDGET DOCUMENT

4

46A mini-4equrentent school.'distrit`ts is to
develop .a bud t tdi)msat the latai,'"ir r g .requirements" of the
state. While some format.-chang:41 ed in the near fticure,
the requiter' buird. A budget base fqnctional categories

fund p till exists, a., functional .buiget ,format, expenditureV-
are "categorlied by 41Intionalareas such as, expehditures 40,4,
administration, ins trucrion, o7eration maintenance; transi-

-tation, etc. 'The difficulty with,this *format is immediately
apparent when 'one '-al'intereEited is determining t,l e cast -of a
given program. For example, ilia

juitior higb scho4 are found-in-
and .ate not iltagtkeated in the re
,state.

tostik oloperat
everal> f unct Jana

d- given
tegories

rting "format required by the

. s.
.

.., One important- cision is to." determine -the shape' oethe budget
, for local purposes. In some .cases the forma'requirVd bk the

state Will,be -adequate?, and in tl.'ier cases the information 're- '
quires!. will necessitate ie sVcond format. designed, specifically Ih,

. for local district purposes. The exact.' nathre,of thejormat
will.be deterillined at the local district leatTe .. The .format may
be ed on ei:ther e; funther- refinement -of ' e_ state ,reitiired

. rep g sy or'siate type of a pro fermat. It is import
tent to, note re that...the to thgram must be defined by, the --
user.f. st§raznamar,be as-Aarr r broad as aware& For /example,

-a juniorhigh Ischic6/ may b cons ered, a progOait area for which -)

colts might be desired... Further refigemente,tif -this area might .
b define the mayor departmentd..in the../unior high as. the
ram.: In. this example a format -is r'established where the

gifts,
erenient .0% would be aaipartment, i.e., language

'lifts, math, social- studies 'special. edugation, reading, etc.
lb . p . . .. .

.
4 , 0 .

A'

. .." Through the use of'computera -and the caseswalk concept,
1

. it is possibld to :actually develop two ar more budget formats
simultaneous1;.: .nmply, stated, the 'crosswalk is a multiple...coding
techniqpe wherein The, ,locaD.prograta account- is coded to the state. . ... - .reporting format and stored in the computer. The basis for.
operat I.3 that. local pro.gr format I' Wheibever _reports are,,,,

requir , tV Information
k

blietrieve.d from the data bank n
. , .

the,-des format.
.'....

- .. ..

., e e
,,e

: I I

.4)
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The absence', of computes' access does Alot eliminate: the`

pOtential for developing multiple budgets; The amount of der 1

that can be managed in elmanual system on an accounting machirie',-

however, is the limiting - factor. Once phe made to

adopt a detailed protrfm format for budget ptrposee,.the input

of data required to support the system -ill intreasesignificanilF.

In s ummarising budget formai, it should be epibrent that

'the budget.may Ilpresented along the lines Of state reporirilig

requirements local alternatives for format may also be

developed. Ritil will depend on the local district's information
need& and the Asources, available to manage the data

4,
. ,

3. orUBLIC BUDGET DOCUMENT

Reference to a public budget-document implies iiull and .

. ,

complete
,

complete public disclosure of all bud The-reason
.

for discliping a public budget doc is to.bring,to your .'

attention the very real need for generating some *hype of condensed '

budget publication to communicate whaF is-contained'in'the*leibl '

or' management budget. If arcitizen is- interested in mewing
the complete detail of infbrmation supporting the public document, %

this should be provided-upon resuese.
. . ____ ,

:,,,
- llitlik 1.140: j i

The public budget document focuses upon. theloals of the
various departmpts.. Wbere reyialettOla:re been bade or are peeded,

. they should be noted in a comment db narrative section. ',While the . ''''

. budget document tends primarily to emphasi;e,prokFams-arld expaddturee,
fteutraiiimst also be directed to sources or revenue'. A con Eluding

ction of'the budget should contain'a reconciliati'n of funds. 'This ' ..

is where the integrity of the budget is generally*demoaerated.,
Occasiotally, funds may be insufficient. to present eb4Minced budget.

. In any event, the manner $.n whitch the program will be supported mist

, e made explicit in order to demOnstrate that ;he budget is financially-
respeeble: .- , 4 .

ip

. . ,

at. :BUDGET- CON;EN- AND FORMAT

F-. .. 411*-

'.4 ,
. .

The previous section dealt with some of the majbr elements_
Alirrelated to program format. This section will look at budget
contentsand:format iiLterms of informatlan included-in various ,

analyses and the mannr in which the information is- presented.
-..--

. , L

In some. case, the budget document 'presents historical_ or;

actual data as well as estimated or ojected delta. Inclusion'

of the past year actual data tends t revide A...hackground Or
give-some perspective to the budget estimates. Page' formap .

sugleated for displaying expenditure aa&reCelpt. dota_is as

follows: .,
. .

,

FM IVk
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'Current Tear Budget
Currents Year to pate ;Totals

,Proposea-Budget fOZ]Rext Year
w ,- .

s. ..Budget Increase. or Decrease and Explanation .r
-...

The data may be arranged by various accounts included under '.--

. .

department of program hudgets: In-tudgee.Increase or Decrehde
and7ExplanatIon, explanations7related to program and objectives for

. qk the.proposed bUdget may be Inserted.` Since staff comprises well
-P-ovet 75 perceit of a budget,; consideration} should,be.given to

includAng-,,a,position count as part of the department, budget
display; and included with the budget may be ajetter'of trins-

mittil from the official responsible for-preparing the get. -

',.. -the budget should have a title page4gpd a table off con inai-
4 dating the various- sections as well as nuuberdA pages.

10.
,

5. "`PRESENTATION MID.INTERPRSTATIO14

.14

4r The^develOPment:Of a budget, with 41s presentatfon and.
innerpretation,,is an administratiye,ftinction delegat to the

executive officerby.the elected board. This does not mplY,
that helioardwill.not be involved in development acti ties.

Many Eivities incorporated into a proposed budget, are t e direct
result f previous program decih .z by the board. ,NT programs"
'may be mounted or dropped by b., d antion under the leadership

1 .;
of its officer. thh proposed budget the existing'
progrdueandapproved o" ecommended program chariges are asseMbled
with cost dita,for re ew and approval of the bdittd. It is the
executive's function, assisted by.hfs staff, tp assemble and

-recdmmend,to thd boa the program with resulting costs for the
'next year. .Ideally, he recommended program-lafterassesiing
resources av4lable , d.prograht needs of the community7-is the
optimal possibility.* N. -

.

_ .

The Opposed dget, hu.recommended by the superintendent,
41P "N....061s' a bass, for a on by the'Board-of Education. After receiving '

. .

the,redommen on, the board will review and deliberate the-
,budget osak.--Depending upon district practice, the staff
will .rovide 4ssistance in Interpreting the budget propcisal to

the 'beard. It is unlikely tHiat all questions-and answers can be.
lintliZipatea for inclusion in the budget materials. In some .

case answers can beprovided immediately; in others., additional

ruse is needed to provide anUwers at a later meeting. .In

motS cases the" board will devote several theetings to a discussion
of the proposed budget ,so the public interest is best served
by the budget discussion cepteringau.program. Tb.s way,,citizens
are informed of the various 'programs*and4their rested costs. ,-

As was pointed out, the proposed budget presented by the
chief-execntiltiopitsents a recommendation on programs. The

program embodigskrecomuendationssubmitted by the staff and

. 4
,.' ,FM IV-343
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ac cepted by the executive. -In efteetZth1 budget is basedon a
series' of judgments made by the dtaff and'othe eiecuti '- 'The

E--
policymaking body should not inteI into makinirthese Udgements,4Ir'

but should hold the staff responsalt fo; sits decisio making

.authority. In the .event that changes -in the budget are necessary,

the executive should be requested'te re-submit-based upor., his/

Her judgment. .

6. ADOPTING THE BUDGET

. L.

The final step in the-pre Paration of the budget is the adop-.

tion by the Board of Educatioil_.'The Board of 'Education financial
reports are prepared for board adbption on a periodic, usually

monthly,"basis. These reportsprovide a vehicle for _the board to
moniter the if-ogress of the actual revenue and expenditures against
the plan.' Once'adopted, the budget becomes. the.program and financial

plan foi the school district. Administration is thus authorized to

. proceed with the necessary activities to carry out the)Siograms

' as well as establish appropriate 'monitoring techniques to insure

that,fmads.are handled efficiently%

ml

B. DETAILED FINANCIAL. RED. III CLAIM IliocEss, AND- TU I 11 ON' RATE

3

.
MAINTAINING AND FILING OF DETAILED FINANCIAL RECORDS

To satisfy predenc statutes and generally accepted accounting

and auditing principle's, school districts maintain source documevs,

with proper support covering .all financial transactions. Normally,.

expenditure supporting documents are filed by vendor name,
check number, and revenue; these are then filed by date and--

receipt number. This level of detail is needed to satisfy

'auditors and to satisfy specially funded projects or programs.

.

2,- CLAIHINGREIMBURSEHENT OF AIDS
.

Special education.,categorical 'aids and

the-completion of vertspecific Claim forms

reimbursement. -

federal grants require
for submission and

a. STATE AIDS REIMBURSEMENT. Assuming that all grams have

previously been submitted to the State Department ofEducation and

111,-634
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',approved, hypothetical-records have been prepared for you to
. complete the necessary claims for special education aids for the .

programs conducted during ,the regular school term. (eparate . -
.claims are requAre# for summer schs61 programs.) When the re-
iieursement check fs received from the'state; it shouldbe.verified'.
against the claim form previously submitted.

.

- To
4
describe the programs icir,Which aids are claimed, the

II, following schedules of expenditures are included in the reading

material: '' b
.

. Reimbursement Pattern Guideline Material;.

. 'Instructions -For Completing F6$710-574., 2
,

. Instructioni-For Complee4.ng T65-108;-

. School Enrollment and Schopl Year; ,

Special Education Persopnel Employed, and-Program-Approved;
i Number of Pupils:Served in Special Education Prograth; , .

.

. Contraceed-Services; - ' - NI..

. Tuition Paid to Other Schooi Districts Oifhim the State; and
Expenditures for instructional Materials, SupplAis; and Equipment.

. .

b. FEDERAL AlD REIMBURSEAEWT. The purpoie,of this section is to
familiarize-you with the entire ,application and reporting procedure
that accompanies Ahy federally, funded project and t enable you . .

to make peace with your-business office which probably shoulders
responsibility for preparing the fiscal reports.

The use of federal funds- requires the completion of certain
report forms. Vie the fiscal nature of these reports may seem
of secondary importance, they doe have a legitimate purpose. ,Reports
assure /uninterrupted funding of work and account for any and all
federal dollars expended. Fiscal reports for a141 fedeial projects

are Basically the same. Consequently,-if you have followed any
single program through frem start to finish and-filed the necessary
reports, you have gained useful experience.

` For the_purposes of this dectionl the following has been provided:

ahypOtbeficil, approved program budget; a hypothetical, chronological
record of obligations and payments .-- wffat was ordered, when, ffom

_whom, how much was paid out, for what, to whom and when; and three
types of fiscal report forms -- twoquarterly forme.and one comple-
Lion or final form.

With regard t o the budget, which has already been approved
by the State Department of Education, budgets4are.approved on line
Items. This means that while deviations in expenditures are
Rermittea, they may not exceed10 percent of any line item in the

wlDriginal budget. The totaLbudget, of course, cannot be exceeded.,

FM IV-7
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3. CALCUI,ATIOW OF TUITION RATE

When a pupil is enrolled in a, special class In a school
i

district other than his district of residence, the school district

providing the service makes a tuition charge to the'dhild's

tesident district. .4
'

This tuition charge is nottreimbursed. The special education

reitbursement ispaid only to the district providing the service;

h6wever, the child's resident district `benefits since -the reimburse-

mint lowers the .tuition charge. The resident district continues

to draw the foundation aid. -

Thetuition r ate to be charged for any handicapped child

`shall be the actual cost of providingspecial Instruction and

services to:the,child including a prgportionateamount for-capital,

outlay and debt service minus the amount of aid.ifor handicapped'.

children received on behalf of that child. (Minnesota.Stagtues,

1959.)

er .. ... 1 ....

4. COMPUTATION op_STATE, FEDERAL, Ale:CAiEGORICAL STATE AIDS'.
, ..

, * . ra'
.._-.

.
,

The specific inforMation needed to Apply for thdse'aids is con-
...

tained in Minnesota Federal /State Programs Guide =for Elementary and

Secondary,Schools (1976). This updated informati9n is made-avail-,

able to provide for informatiOn-regarding.calculations in areas.

including foundation aids, speciil education reimbursementi ts.ans" ,

portatiop costs, and all other state and federal. programs vhich.are
usually the_tesponsibility of the Director of Special Education.-''

P

REVIEW OF figERrAL

7

7. ,

When the-main components of the budget process are44

complete and 'the data available, the next step is to astiemke

the preliminary budget document, Objective IV details the

budget document process --its preparation, its presentation,`,

and its adoption. It Also details financial records, claim

process and tuition rate..-
.

Updn completion you w.,111 hopefully be able to plan and

maintain a system of'recordkeeping and reporting Mhich_includes
the documentation of need for services, formal requests for '

state andfederaL funds and repotting of seriticmtsprovided and

_entittainent-for-reistrursement es-required by state-sm4-144exil_

regulations.

Ai xv-e
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All the readings necessary to accomplish this objective

have been pro ded along with sample forms that are needed for
the completion of the budget document.

,

WRITTEN ASSIGNMENT

Reporting
1.

1. As a,memiier of the school administrative staff,
a. you are intkrested in developing a proposal' to

improve undeloqtanding of the school, budget and.,
specifically' the special edtication section. In
past\years, the board has discussed the budget at
its regular meetings in June but with little
InteresL on the- part of the community. Describe
in your proposal a process for presentatton -and

,,discussion, of the special, education budget.

Claim Process !A -

1. Complete forms F65-105. and F65-108 for the regular
schbol term.,1973-74 which are in --readings

2. Calculate the special education aid for all expen-
, dituies incurred by the school district during this

term, .with the exception of the separate summer
claim. Insert ,the aid earned 'in the coluan headdd
"Leave Blank" or. ,"For State Use Only" on the right-
hand side-of the pages of both forma. In completing
this exercise, yo.0 should be able to determine

.1 the 'total special education aid due to the school .

district for the programs conducted` during the regular
school term.

3. Assume that You administer a ten-month project that
runs from August 16, 1974, to Junes 15, 1975, with'
quarterly periods beginning-on August 16, .October
1, January' 1, and April 1. At the etid,of each

.quarter you must file these 'forms: F24-48 Request
for Advance or Reimbursemenc'tkichls essentially
an account of federal funds 'already expanded; on
hand, or needed; ,F24-50 Financial States Report

A which is, a report of all cokti -incurred in the pro-.

ject during .a particular qua ter. (In addition the
local district will probably want to maintain
F24-1$ Report and Record_of Local tmendires to

*

FM IV-9
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A

facilitate the audit of the program*); and F24 -49,
Completion Report which ,is a cumulative,record.Of
expenditures for'the entire period. This report
is'due.at the conclusion of the project. _Pre-
pare these forms and submit-them as the---dxeseise.

Feddral funds are provided in'advance and'during
the course of the program, as opposed to state
aids which are reimbursed. For the first quarter
of the project you are.iprovided roughly one- fourth
of the federal funds available foryour program,
in this case, one-fourth of $21,120 would be $5,280..
Additional amounts are issued upon submission of
the quarterly report F24-48.

'With regard to the budget, which'we here assume
' to have'already been approved by the State Department

of Education, budgets' are approved on line item.,
This means that while deviations in expenditures 4"

are permitted, they may not exceed 10 percent of
any line item in the original budget. The total
budget, of course, cannot bexceeded.

4. Using the SDE Form Y included with the required
reading and by obtaining a copy of the latest
years Annual Financial Report Form No. F29 -2a
fdr your school district, 4alculate the authorized,
tuition rate PPU in ADM for 1973-74.

,REQUIRED READING'

Reptorting

1. Adopted Budget

2. Alioto, R. F.,
for education.

a

Appropriations.

& Jungherr, J.A. Operational PPBS
New York: Harper & Row, Inc., 1971.

Approved Operating Budget: 1973-1974.

4. Bpard of Education Financial Reports.

-
5. Linn, Henry H. School business administration. New York:

The Ronald Press Co., 1.956.

6. Manual of instructions for uniform financial accounting
for Minnesota School Districts...St. Paul:. Minnesota
State'Department of EduCation. 1973.

7. Osview, 4., & Castettei, W.B. Budgeting for better
school.' Engle wood Cliffs, N.J.: Prentice-Hall, Inc., 1965.

a

,-

.APm 4-19,



55

p

Claim Process

1. Instructions for Completing F 65:05, Minnesota'
State Department of Education, Special Education
Section, WY, 19746.'

,or

Instructions sfor-Completing F 65-108, Minnesota
'State Department of Edusation,'Special Education
Section, June, 1973.

3. Notification of 'roject Budget Approval, Title
VI Funds.

4. 1973-74State and Local Efementary -Secondary Main-
tenance Cost and Authorized Tuition Rate per
Pupil Unit in Average Daily Membership Form Y
(Tuition Rate Worksheet).'

. Sample Forms.'

4
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REQUIRED MAKING

c Reporting

1
or

ADOPTED BUDGET APPROPRIATIONS
JULY 1,, 1973 THROUGH JyNt 30, 1974

'Ahura Expenditures Adopted Budget

Account-.
Amber Account Description

19U-73 1f73-74
Fbs. $ "'Pos.

APPROPRIATIONS

7- -30.279 . 7 455130.,-

SYSTEMWIDE ADMINISTRATION

2011 'Salary-Board Members
2012 Salary-Superintendent
2013 Salary-Legal Services

1 42,706
81,056

1

3

45,000
13200

2014 Salary-Other Adri. Personnel 361 4,356,041 185 4;759,5,571

2021 S8E,Adm. Expense 58,331 96,420

'2024 Contracted Services-Other 98,940 296,305

2030 Other Expenses
. 980,481 1,500,147 .

TOTAL o 372 $ 5,655,$34 396 $ 6,825,443

,AREA-ADHINISTRATION-

2110 ,Salary-Area Supts and Clerical 20 $ 327,325 $ 393,835

2130 Other Expenses 14.988 28,635

TOTAL' 40 $ 342,313 26 $ 422,470

NSTRitJCTION_

2211 Salary-Supervisors 94 $ 1,8520322 108 $ 2,362,815

2212 Salary-Principals 529 9,778,349 515' 10;330,912

2213 Salary-Teachers 9,355 103,810,558 9,668 117,723,831

2214 Salary-Other Instr. Personnel 903 12,341,268 1,072 15,407,830

2215 Salary-Voc/Tech/Adult Personnel 837 12,052,236 1,023 15,506,276

2216 Salary-Substitutes 91,679

2217 Salary-Instr. Support Personnel 31 327,852 33 400,079

2220 Salary-Sec's and Clerks 1,894 10,587,215 1,727 "12,293,3u

2231 County Free Textbooks 107,340 118,339

2232 State Free Textbooks 1-1,451,155 1,444,112

2241 Audio-Visual Supplies 79,278 100,554

2242, Periodicals and Newspapers 88,265 137,349

2243 Library Expense 83,883 147;056-

2250 Teaching Supplies .1,602,011 3,297,835-

2260 Other Expenses 3,926,203 5,918,275

2470 Contracted Servicei 218.415 339,836
-

TOTAL, 13,643. 1158 398 029 14,146 S1115,588,577

FM IV-15
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APPENpIX,!

AilIDPRIATION INCREASES DUE TO PROGRAM
'IMPROVEMENTS INCLUDfD IN THE ADOPTED BUDGET

SUMMARY

PROGRAM FOR STUDENTS
. -,.

Regular Programs $ 12,158,309
*

Special Programs 5,867,653'

° Other Direct Student Services 1,463,248

Administration of Student Prograins . ,299,363

f
. ,...

s ,,,, OTHER SCHOOL,DISTRICT PROGRAM.,

,
.

,,,7

2,434,325*- . , School Plant Services

i Direct Support Services to
School -Based Staff - 768,151

Systemwide Support
)

Data Processing Seri/ices 304,489

Fiscal Servics. 191,326

,
internal Services 135,122

Planhing & Evaluatiovi 95,934

Staff Services .
11;560

General Administration ., 890,506

$ -1,628,937 ..

Community Services

Community Schools $ 460,950

Commaunitx Television 45,000

$ 505,950

$ 10,788;573

TOTAL INCREASES DUE TO PROGRAM IMPROVEMENTS $ 25,125,936*

*Includes Adjustment for cost of living incase;

Appropriation increases due, to program improvements above 1972-73 year Iviels are,
briefly described within this section.. These program imprpvements cou9led with
built-in cost increases, the cost efliving salary increase, the increase, in
reserves, represent the purposes for which appregriation ncreaseswei

The numbering of items does not represent a priority order but is included-for
the sake of quickreferenct.

FM tV-I5
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PROGRAMS FOR STUDENTS

.

REGULAR PROGRAMS

1. FULL SAY KINDERGARTEN STAFFING

Provides for an 1nel-case of 85 kindergarten
teachers, which would permit all elementary
schools with available facilities to offer a

Jull-day program. Off-setting revenue for
these positions' is available throUbh FTE
provisions. i

Jr

2. SWRL MATERIALS AND SUPPORT* $, 65,205 9300

Program
Number

//

$1,096,613: 60097

Provides classrooM materials to schools, and a
teacher-on special assignment position to the
Division of Instruction to provide support to
the area offices and'the schools in implementing
the W14. Kindergarten program.

3. SCHOOL VOLUNTEER PERSONNEL

Extends the school volunteer program with local_ 4

funds to the three areas cSoUth, Southwest, and
Northiest) not served by the federal project.

Provides three teachers on special assignment
and related materials and supplies.

$2,656,604 6010

ELEMENTARY SCHOOL PROGRAMS
0

0

4 REDUCED TEACHER -PUPIL RATIO IN GRADES 1-3

Provides for a reduction, in teacheripupil ratio
for Grades One, No, and Three from 1:31.5 to
1:28 pupils in September membership. This change
in staffing ritios represents a move-toward
staffing.schnolis in- a manner which is consistent

with FTE weighting factors. 198 additional
teachers will be assigned tethese grade levels
under this staffing plan:

Em.tv-18

354
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REQUIRED READING

Reborting.

2

DOCUMENTING: HOW TO PREPARE THE PPBS DOCUMENT'

. 4
The PPBS document repreaelita the synthesis of the planning,

programming, -and budgetih& actliities of a school district. It

an serve as'apowexful'communications instrument and may also sere
as-the plan of action for tile opergtion of the SiShool system. The

information generated from a PPB sistei-will be useful fOrdecisfon
makiip only-if it is well organized and.reldgy retrievel.
simplified information system should -be inst-alled

t

46.
The flowing types of information vseential to utilizing

the ystem
,

.

Oiectives,"Pri°riti-ek--411-4-0:42141-actil:%-atEt.L...,,-,,..0,....,..1,e,,,,
.,

multiyear resprse requirements bised upon existing programs;,
4, program Mange propoials and-related fiscal inforMAtion; and ...

program analysis studieefthat have beep completed for'aeiected
-

provame. 1
. . : ,-%

A PPBS sUmtdiy serves as a, simple synolisis,bf the mtht'relevant_
program data. FIl

*

lowing is the suggested format for the PPBS stimmary
doclment:, '.

.

-

..

Ail.

,

title.pagei : '' -
., , , -

4 stable of ,contentsts

( statement of objectives of school districtLm-
_board of education message; , .

-11.116

O

4%

e

vas

description'oftFPBS.and the district's program struct re:
1

lb
Alioto,R.F. 4 Aokh'erf, J.A. erational PPBS for education.

New York: Harper& Itpow,,Inc. 1971. Summary)

-4

.



f

*

summary tables'to provide nick review o f tntire document;.-

some detailed information on.each,profram;

'revenue secdopi .

.

expendipures section; and:

. Ii $). a comprehensive index. *

A

ti

4

4`.

1 . 1 - v . 71 *.> 1 v r 4> t .t , t t.._. ate 4 .** . I rr , 1 A r1.. 0 14 1r ..,,.. 1; , / ,-r... n1.) 2

1
T -P 4311 l.2,1P1,11PP S1P P

*,*

PPP ",P,PT,,PP.PPP P.P3
0

A

S.

1

FM IV-20

356-

PP,

I
dt

F

fr



NMI

APPROVED OPERATING BUDGET

1973-1974

WHERE WE SPEND OUR DOLLARS

J

Melantineout

WV1,7

a-,3. IL 4.4,44, tea 1,40,



. SUMMARIZED,COMPARISdN OF DISBURSEMENTS

Administration

Instruction

With Services

Operation

fintanance

ibcad tissiqes

e Community Services, Outgoing
, Twofers and Abatements

tJ
'Federal Ortiiams

va,

1972-73

Actual

$ 529,010 3.3

9,186,991 57.8'

55,443

1,443,838 9.1

199,513 1.3

547,964 3.4..

164,641
.

159.795

Budd

1972-73

$ 594,696

0,419,082

., 56,449

1A70;790

204,929
2

630,838

- 150,419

139.497

Teiftli4isiagrakand Faders*:

Food Service

Traneportation,

Capital Expkro_liture__

12.252,186 77:0

-76867 4:8

703,874 '

428,995 2.7

41"

3.7

. 57.9

.3

9.0

3.3

1.0

12,567,097.- 77.4

886,825 4.2

753,451% 4.6

477,242 . 2.0

fiederpptsion

,,' TOTALS'

-&
1,759,040 11.1

iikaosica 100.0

"17- ---tirmAili:?7:-.40.9

$ 16,26e,474 . 100.0

ABudget Increases
beer,,,Prior.Year

,
latrine Percent

.

k,
'so

k

too

1973-74,

Bliallit - . r
LQ

v

$ 558.235 P
9,537,106 .-

57,850

1,567,741

183,485

811,248

196,445

190.028

12,904,136

. .

852,775

758,543.

537,803

2,163,106

$ .17,156,883

'41,

806,887

70.5%

Budget Iiiffsrenoe
Increase
(Decregin) % ,

$ '(36,460) (6.1)

551

, 9.1

1.1-

3.6..

1.2

1.0

78.2

12,3'

117,424

.3 1,401

grA61

(21,444)

80,812

48,026

50.522

337,039."

5.0 108,150

4.4- . 5,022
-

328,045

100.0

-e

-1.2

2.5

(10.5), ,

-152

Au)

'15.2

L7

24'.2

.7

18.6

s swain .s.64

fif

366
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ESTIMATED DISBURSEMENTS

'1972.73
Budget

. .

GENERAL AND FEURAL-FUNDgr
Administration - Systemwide general regulations - -

direction and control of school district affairs

Salary Adjuitments r\

Reclassification of.Centril Printing to
Instruction.

Other Supplies, Legal, Audit

uction - Those activities dealing directly with
or aiding in teaching of students A

Salary Adjustments Al
Over= budtit 1j 73

Supplies and Materials s

Reclassficaticn of Central Piinting to
to Institiction

n
Contracted Services, In- Service Eckication 5,800

_
. .

, r
OthetExpenses '

, ----,
12,000.

,,i4eattli*.rActivitisisin,lisid.of ohydcaLaod -mental- .. , . .. 56,44.11--'.......ALEM...,.., ---... 1 401
health whicflire not direct instruction ..._

Salary Adjustments i
T,101

9,419,682

es

4

1973-74
Budget

Increase
(Decrease)'

558,235 $ (36A60)

4111 rk1,340

(31400)

. (16,500)

9,537,106 117,424

182,193

(69,869)

(44,000)

31,300

Supplies andOtber Expense 300
=

(Ape-ration - Housekeepeng activities concerned
with, keeping plant open and ready for use =4

Salary Adjustments

Utilities

Supplies and Other Expense

Maintenance - 'Keeping.grbunds, buildings and
equipment at original completeness

Salary Adjustments'

Replace bent of EqUipment'

RepeOr of Equipment and Supplies

Fixed Charges Expenditures of a generally recurrer1T-1 630,536
nature which are not readily allocable kto Other..

1,470,790

204,929

categorierL

Fringe BeNifits

Property Inatincp

4,
FM IV-23 ,

'361

1,567,741

183,485

611,248

II

96,951

.36,251

- 71,7013

T11,000)

(21,44A)

.3,160

434,004)

9:400

- 89,612

69,783



4

EstirnsIed Oldrereernents

GENERAL AND FEDERAL FUND (Confirmed)

Community Services, Outgoing' Transfers and Abate-
ments, Adult Education', Summer School

Copimunity tducation /
SumrnerSchool

_ .

Tuition

Federal Programs

NDEA Title III c

ESEA Title I

_ESEA Title III

1972-73, 1973-74 I . se

S' 150,419

r
._

139,497

$ 198,445

-_.....

190,026
.

$ 48,026

8,026

20,000-

20,000

50,529

(20,000)

76,000

( 4 471)

TOTAL GENERAL AND FEDERAL FUND 512,567,097 $12,904,136 $ 337,039
----f--=.1-

Food Service Fund The preparation and serving $ 686,625 $ 852,775 $ 166,350

of regular and incidental meals, lunches, or snacks
m connection. with school activities

477242

...

Salary Adjustments , 9,850

Employee Benefits, 37,800

...--
' 120Food ;01i-

Utilities and Equipment (1,500)

Transportation Fund Conveyance of pupils 753451 758,543 ik " 5,092

. .to gnd from school activities
, * ;Ilt

Salary Adjustments
a

698
--4,7.,

.-.

'''
537,80 60,5614

(32,900)

Transportation Expense

Capital Eipenditure FUnd -The acquisition of,
fixed assets or additions to "fixed assets

V. ,

Site Improvements

/ Site Assessments -
- .

Oebt Redemption Fund - Expenditures
for retirement of BondPrincipal and Interest

Borcrincipal

Bond Interest

Building Improvements
.

Replacement of Equipment

Movable Equipment ,

1,775,061

0-

2,103;106

58,993

(31,50W

65,433

-541*

328,045

424,168.

(96:1231

TOTAL DUNK/RSEiNT$911

1'

FM IV-24
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MO/ NNW

WHERE WILL THE,MONEY COME_FROM?

.

Lomita;as

Maintenance
Transportation
Capital Expenditure
Debt Redemption

To Local Taxes

S 2,089,371
128,395
310714

1,686,50

12.3%

. .8

1.8
10.0

4216,038 24.9 -

Skis Aids

Endowment Fund Apportionment . 198,969 1.2

Foundation Aid (Inc. Summer School) 9,295,04 54.8

Transportation - All Aids 529,190 3.1

Special Education (Inc. Summer School) 340,000 2.0

Homestead Credit & Ag. Land 853,994 5.0

Vocational 80,000 .4

Food Service 7,000 .1

Other 12,400 .1

Total State Aids -11,316,582 66.7 .

Federal kids

Federal Programs 210,025 1.2

Food Service 235,000 1.4

Tot* Federal Aids 445,025 2.6

Others

8-63

fe of Lunches
Investment Income
Student Fes, County Apportionment

and 121hcallaneous 1

Total Other

TOTAL RECEIPTS

' ,---1. 1 s-

576,500 3.4

193,000 1.1

212,435 1.3

461,935 5.8

,816,958,580 100,0%

-.

. - ,

r p, ".

364



41.

ESTIMATE OF STATE FOUNDATION AID ON CASH BASIS

Net Holdback

10% of 1972-73 Net Aid *Regular Units

AFDC Units

Par Pupil Units In ADM Adjustment

15,606 Actual PPU in ADM in 1972-73

,574 1972-73 Estimate PPU in ADM used for basis of
aid payment during 1972-73

32 0 $750.00

1973-74 Aid Formula

$ 881,545

18,340

15,949 1973-74 Estimated PPU in ADM 0 $788.00 $12,567,812,

489 AFDC PPU in ADM @ $394.00 192;666

12,760,478

Less: 30 Mills on 1971 EARC of 6110,863,587 C3.325.906)

Maximum Aid 9,434,570

Less: 10% Holdback (943,457)

Endowment (1972-73 Estimated ADM of
13,722 0 $14.50 Est.) (198.969) .

Net Aid

FasedetiOn Ail - Reguler Salmi Tone

FM. 1V-26

365 .

p

$ 899,885

24,000 -

8.292.144
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REQUIRED READING

Reporting

4

. GENERAL
Balance 7-1-74.

...Receipts ' $ 1,457,901.03

Disbursements 1,121,611.36

Pap *PITIP4
Balane
Receipts !

Disbursements

Balance 701-74
0 Receipts

,

Disbursements

4

BOARD OF EDUCATION FINANCIAL REPORTS

FUND STATUS REPORT/

Month Ending January 31, 1975

Monthly
Totals

lomfUNITY SERVICES .

balance 7 -1-74
Receipts

Disbursements

CAp7TAL EXPWITURE
Balance 7-1-74
Receipts.

Disbursements

B11022220TRUCTJON
Balance 7-1-74
Receipts

Disbursements

ICILIEREZEME
Balance 7-1-74
Receipts

Disbursements

4130,420.10

60,825.46

465.87

72,072.00

310.65

5,108.98

4

4,192.07

46,949.30

838,969.09

Cumulative
Total

$ 1,7461572.19
10,08 ,689.21
11,835,261.44
6,627,814.09 $-

70,474.86
495.297.68
565,772.54
476.140.20

102,440.43
541;1177.5Q
650,617.93
401 464Z,01

755.98
554152.t.22

55,908.
160 92

'123.442
724,21005.e2

736,243.24
6274819.46

210,813. 39"

211,956.40
(1,273.06)

421270;560.34
24056,072.82 .

4,326,633.16
1.674.262.43

FM/V-27

ass

Transfer0
In (Out)

Fund
BabatIce

$ 5;207,447.35

89,632.34

249,L53.00

(48,252.37)

108,383.70

'2.13,229.46

2,652,370.P3



TRUST
Balance 7-1-74
Receipts

Disbursements

Total Receipts $ 1%593.289.72.

p

--ftww*JUNWETATUS REPORT (COnt'd.)*

7

Monthly 6Cumulative.
Totals _Tote s

,

Total Distdrsements $ 2,145,536.13

V 4,665.29

1 665 29I

Transfers
Ip Nut)

. Total-All Funds

Fund -

Balance.

1.665.29'

$ 8.473.629.58.

;NVESTMENTS K .

e.

- Balance 3-144 S-41399,069.30 N.W. State- - Osseo $ 792,052.06
Purchases . Brooklyn Park State 466,734.00

Sales

_124.Q24.21:..11'
24j001,804.44

,... 15.447,404.01
Veposits.in'Transit

Total
L064169.14

11364,928.33

Current Balance - $ 8,5541400.4n
Outstanding Checks
Per Books . --1111110iih
Inveatments 8.554,400.43

Total. S.8.473.629.58-

ICOMMerer -1.,,,..1-.17,,>1:1.-sr=1-T,x,
a

1. Beginning of the yealklbalances
!include any Auditors adjustment.

- _ ..'

I

S

FM 11
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; OPERATING BUDGET

RECEIPTS REPORT Report II

Moatb.Ending Jar liary 314 19Ip

1. :GEAERAL FUND BUDGET
_JAMkARY

----RECEIPTS
.RECEIPTS

YEAR TO DATE BALANCE

'a, Local $ 3,059,790 $
b. County - 31,000

c. State.. 10,945,792
'd. Federal .198,680

,e. Other-Non-Revenue 15,000
.

50,393.99

1,401,088.82
136.92

5,841.25

$ 2,966,347.76
22,437.99

§3970,116.78
- 87,913.09

$- 334 1-11,067

.$ r 93,442
8,562

3,975,675
11.0,767
(18,112)

2.':F0031 SERVICE

° IL. Local . 658,000 74,823.66 368,7)0.45 289,290

State 14,000 49335:95 8,836;18 5,164..

. Federal 215,000 51,260.49 113,283.69 101,717

d. Other Non-Revenue 200
200

13.. TRANSPORTATiON

a. Local 112,667 465.87 90,3B5.72 '22,281

b State 677,219 9751.78 219,467

COMMUNITY SERVICE

L. .Local 50,314 310.65 37,014.34 13,299

b. State 81,329 - .14,375.58 669954

C. Federal 6,100 3,730..25 2,370

5. CAPITAL EXPENDITURE

41.: LoCal .610,462 4,192.07 4 '542,542.78 67,919

b. State ,'' 175,340 1 174,421.19 919

c. Federal 28,579 AO 6'9515.85 224063

d. Other Non-Revenue 2,000 , 130.00 1,870

-DEBT4ADEMPTION

a. Local 1,892,674 1,561861.91 330,812-

b. State 491 X6`0 4940.91 A29451)
. e 14

TOTAL OPERATING BUDGET 1.9,2'6006 1,592449.67 139913,698.32 5,312.208

ffON-OPERATING .BUDGET

"BUILDING FUND .16,860 1. 1,143.01 15,657

TRUST FUND
OR

CLEARING & REFUNDS RECEIVED 440.05 139697.32 113,6971

TOTAL NON-OPERATING BUDGET 164800 :144005 144840.33 11960

GRAND TOTAL RECEIPT,S $19,282.9706.$ 1,593t19.72 $114968,538.65 'i 5,314,10

_

100
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4

4

.

*WERATING BUDGET

No,

1. GENERAL. FUND

Admin triatim:
Inst on

".*
tb

r

8UMHARIZEDDISBURSFYLENT REPORT
MO

Ending JuNarT.461., 1975

Ai
JANUARr' DISBURSEflENTS BUDGET

DISBUR$E1,:EpTS' YEAR TO DATE BALANCEBUDGE'

.

* $ 591,055 $
10,594,968

64,350
11752,9

20117774
-, 648,850

204$800.
191,612.

9361375"/

Oper.,4undrx$Stores
. Maintenance

Fixed Charges
.- Outgoing Transfers

Tuitlop
Pkogram .

2. , OD SERVICE,

TRINIP'ORTATION

A. cco-,:failyf SERVICE

5. CAPITAL EXPENDITURE

7, DEBT RET.,TIPilON

'IOTA OPERATING A..,UD0417

NON-OP ipARN.G ET

"BUILDING Pulm

jAYMENi AGAINST PRIOR KR:

CLEARING & PAID

yozia, RON-OPERATING

GRAND TOTALIYABUFISEMENTS

°

:;

1

,

'11`44r.

1'11

,'

.8301038 .

437-$843

44,089

21129538.

1910844c086

I, 7:

44134'7.80
8471123.41.

5,411.45.
-L381529.'38

10,779.58
.'.. 531624.89

21404.65
.13$603.q9t

601812.66

72$72.00

4,942.03

-41g719.30

838 9,09

2,139,34 ©.13

1 309,506,63 $ 284'448
4,689,107.86 5,905,860

30 446.50 '33,904
879 $837.60 873,090,
104,672,87 97,099
376,676.25 #721174

1.14;117
1

1,348st °.c.;

475,918;99- 4601'441

399,964.93' 430,073

102,363.89 ' 35,479

, 614,641.36 ., 179,448

1-.674$262.43 . 46512%

9 872.132 14 9;216$154
VI

,

. .

(113.061 1.$27 '
....- 11130,*00 29'1822.38 4:29.1(42)

00 747_ 7

I w' .

1

ti

#11411,
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REDUIREDREADING .

Reporting

0

5

PRESENTATION, INTERPRETATION, AND ADOPTION OP TV BD ET

A
k,

The budget.is presented in formal fashion after the. educe- _

tional,:,spending, and finance programs are integrated. Much

advance preparation is regtaired.. The budget as-presented to the

board of education may be in a tentative. oi a definite fofm.

The'actu4 presentation of the budget "ves/the administrator .

an excellent chance to justify the estimates. audget messages,

verbal. aria/,cir----Writtelll spould actotorpany the budget-to-offe* -:---or
. = ,

expirations., - .

- .

t
.

r The public schoOl budget needs to be interpreted both 16

the .public aril to the schonl. Publitity to the .board of education,

the school perahnel, and tfle.general public is vital.

The time of adoption of the-budget is relatively elastic.

The bests interest 6f.the,schoot should be censitered. eenerally,

a formal vote is necessary for adoption of the budget; -It con-

stitutes an: authorize.* for-. the expenditures. After the

estimates have been formally adopted by the board of educatiofi,

'flotifidatiarr of such action should be relayed-to the-school'

personnelth pubic, and -the legal authorities.

*Linn; H. A, 'ool businets ;dminis rati . New York:, The

,
Ronald Pres = ,Lro.,"1 56: (Swett/try).

'IV-45-371
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REQUIRED READtNG

Reporting

t.

-BUDGETING

41t-

O *

'vs

a

" r

-... 9 .
.

A-budget has been defined as "&n,estimate of proposed
;-

expenditures for a given'period'of purpose and the proposed

'means of financing them;" or Vsysremired stat4kent whidh .

forecasts the probable.expenditureiand the anticipated revenues
during-a,stated period_of time.'! . ..

_. .

.,

Tfiere-are three e4ential features included itt a complete

school districtIliudget:
.

,

. The educational program' includes- philosophy, policies and .
. -

-.needs. , .. , . *, /1". .
.

The expenditure program translates education& rogtaelneo
4

monetary values. .. . (

4., The financing program p poses meall0b9, which costs will be
-.

met. ,
*,

. ,

4
. Although,the above prograis are interrelated, the educe-

tional program is cfieWindation-of budgeting. The'educatiohal'

.program should be plangbd fixst; then the expenditures necessary, 4

to 'carry out this program should be'determi!md, and finallf, the ..t.

means of raising -the 'mopey to support .the'program'should be ,..

devised. . . . A, . 1--

-*
-,

-.4

I

The -peep lation of the'budget should include.the following

steps:
=t -

cooperation in building ifie.-budget ;lk -.2

bUilding the educational program;
planning the expenditure program;.and-,
planning.-the receipts.

A ..0
r*

Mmnual-of"instructions for uniform` financial accounting fot

Minnesota school dijtricte. St. Paul: Minnesota State

D8POrtment of `Education, 1973. (Svmmary)
-

. of
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;1111

*

A

. Once a tentative budget is completed, it should be,presentdd
.to the school.. board for review and Ahen adoption. , ..

. w

After the budget has been idoptoed by tli school, board, infcir-..

.
After ..

maticin concerning it-'should be made available AO staff members ,,

and the ,public. At tife same time the,,bud-get is ladoppeclat the
school tax levy sheuld 'be deterriiined: ._ '

' `
-.. .

Finally, the responsibilit.kPr-sidministeritig the budget
rests with the superinoteriWtt and the appraisal of, the budget-
is constantly reenforced Through his/hermepthlylfirsocial reports:

. a

V

X'

=

44,

IP

FM IV-16_
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REQUIRED WADING'

Repotting

7

,0
THE BOARD'S BUDGET

1

1. . _

,_

. _,

,k y hoard polly is sharPly defined)the budget sessions go
igasily.. But .this is not-the case with most boards. As 'the, bpaid.
makes sits way.thrgugh the preliminary budget making item -by -item
Judgments, it is to be` expected that amendmeetq, poseponements,
and deletions mill occur. The document finally, accepted i$ ;the
board's budget. 3

, .g The items ldst either iiefore the superintendent presenttde
_ -

t his budget to the board or those which tt)e board deleted or
amen4d must bi re-evaluated for their possible, future contri-r
bUtion. i.

4 'c'

School budgets are the publicti s cial businesvapd there
are .good way's to present the budget. P,u 14c hearings4';hich4
provide opportunities .for exposition by board members and-admin.- '

1,istrators, where questions may be asked and answered, where,
i educational justifilations for dollars, may berdiscussed are

1 good ways. Expos0 ri-budget brochures and, reports, newspaper .

articles,, slide presentations,/ and .P. t.. 4. sessions are widely
- s... N

used.
I

., .

;

.
When adoption of the school budget i;tludes strenuous ,

efforts to heltp people' improve thOi- understanaing of the budget'
and its educational implicat as,. public support of the _current .'

budget, As more ,1ikelby: to .follo - .

- , , . 4. -r,

.4

.1

. 4 . -,
0.- ,t.s .

* ,

,,,Osviem, 'L.', Ei Castetter, W. B. Budgqing-formierter schools.-t
. F..nglemoocl Cliffs, N. 3.: Prentice-Hall,' Tiic., 1960.

(Summary) ..
- . , ..

.1. - NI
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INQUIRED READING

Claim Process

,State-of Minnesqta
Davertment et Education,
Spefial Education Secti6n
'June, 1973

_InstrtCtions for 0wroletinv,F 65-1-05

Form F 65-11T5 (Revised June,-1973t is the form used in order
to wooly for-special-education-aid for handicapped children
residinc in an approved hest olenttal facility duri,nc'the 1972-3

''school term and for i4hom the edueationaI ProTram WAS provIded
by the Minnesota Public echool Distfict in which' h residentll
facility is located. -The following are considere o beap-
o-roved facilities:

1. A child - caring residential facility licoased by the Ykinnesota
Department of Welfare to care for children wno efe hand- --

capped accordinc to thd definition of handicapped children
as proyide4;nM.S._120.03.

*

=k,

. .. . ,

2. .A Minnesota e-tate Rospit41 which includes units "for Psychiatric'
- andior Retardation Servic'es.

i 1/4

Payment of this spec,ial education aid is authorized in M.S. 124.32;
subdivision 5. You May dupl:Ipte the forms if thersupply is not
sufficient to meet your needs.

. . ---,

.

- One copy of the form is to be'co^pleted and returned to. the
SpeolalEduostIon eection not later than September 15,'1973.
Applications rec2ived ifte ,ee6'tember'15. 1.973,'ley.not he re--:?
imbursedes tie -a Is a statutory limit -..f 137,0,'.04,.00 Ter ah:.m
for the7entirwseateand if claima extaed the limit., top aid
will be prorated to the scnobls who have submitted climb by
Sebtembei_ 15; 1973; '

.
:_:"7- / -ar

'411;

It should be noted thet.ald is paid only'on ihstruct nal colts
'_ for the-DWI Aprl.w.! hie-41.4win are tier r 4y. Costs- p_,
for board and roopAre Apt-to be'reoorted oft'for&F -5-105. Aid
or thiteourpose-n,ha4aled by the_Tmensoortation Section and, --,

uld reported directly to that eeetion of the State Department
Rducatiin

The method of calculatifigthe aid.for the Special Education Section
follows: _

60% of tuiti -on costs, less the foundatign 011 -earned by
district 'during the residentialstay is equal to the'

eligible aid., --. V'

If the foundatian aidearned-by v r dt
the residbria stay is'stent-er t n 60,

`-triste-Akr tiorvbili* (14ik u
, c

Won thaipuoilidurin
r be 1pstIutitionaI

frjrr
t Reimbursement

P 65105 (Rk 6/73)
EnC14' Residential School Ippbruceionel

, cation,_ (Education 140:32, Subd.

FM IV-39 L
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I S.
O

to.

State of Minnesota.
Dopartee* of Education
Special Education Section

RESIDENTIAL SCHOOL INSTRUCTIONAL PSIS
rawantspona APPLICATION

(Educe on 124.32, 'Subd. 5)

CITY, DISTRICT OPPI

0 .

CT

0

.-F-0 -105'
Revised June, 1973

1

a

.

NUMENT',S(S:) NAME

'CRAM
LEVEL

P. E. S.

.

SAME ce
ISENTIAL FACILITY

. _

SCHOOL DISTRICT.

) WHICH TUITION
oft' IS PAID

---.

SCHOOL DAIS
mriamatip

1111 RESIDENTIAL
, FACILITY

.

iwrurrioti
PAID DI -

DISTRICT
FOR STATE USE

ONLY
..

7.:

. -

. ' .. -

.
.

4
.

.

--_
A ...

.

.

. .

. .

4 -
.

.

.
.

. r

.

....

a
.

,
1 - ,

- .. . .

. #

. - ., . '
.

-
.

-
. . ,

-

-

.. .

it - . -

I hereby certify that the information inclUded in this application for special aid is an acmIrate record of serriceis and
marts soda by the district for services fir tbe pupil(*) Listed on the application,.

.
SICIIATU14

Superintendent of Sohcolor Clerk of Board '

'37G A r Preschool - E flesent.:aSy S Seconda27, > - . -, i.

''rilattl IlitILIMP.,..1.0.11G fb--111MMBIALICIfig02112riligiLlia. =LI.
,,

. - , ., , , ..--- ,
.. 4 I" . ..

. ..
1.

.

4

1.



Claim Process

State of Minnesota
Department of Education
Spacial Education Section
May, 1974

1I

Instructions for Completing F 65.7108

./ AO
Form F 65-108 is the annuAl state aid - application' form'to be
completed forSoecial Eduntion aids for the school year. The
form is to be completed in duplicate, the orizinal copy to be
sent to this office not later than July 1, 197L, the other to ber
retained fdr your records., Return only those pages of the report
that apply to your district.

This application is for the regular school term only. It does not
include extended term before or after the regular school term nor
does' it inclu e summer school expenditures. The regular school
term is_defin d as the number of weeks specified on contracts of
personnel wh se employment is 1i ted to the school term.begitning
on or about eptember 1st. I ude only the eXpenditures that
are obligate or actually occur during the rezular school year on
these reports. Expenditures which occur during the summer between
the.regular-ichool terms will be reported on the summer school
Applicationtorms.

The Special,rducation aids are usually Paid to - school districts
durinv the mentn 'of Noyerbe- followinz'theschool vea for which
aids are claimed. Reports-tnat,are submitted to thi ffice'etter
the- July 1, dea4line will be Processed as a late rep All rate
reports.areproc&ssed.wifh tae summer reports and p the followrng
February or

x !

Claims on Gentracts for .''orvice for
Ind`ivi al .:i.ertl.reoped .

-

A number oD school districts are providing instruction and services
for individu41 handicapped Pupils via contract with private, public
or volunteer agencies. A page--(F 65-108d) has been added to the
annual report for revorting costs incurred by districts in providing
service by this method. Please use this form for reoorting ony
claims co-contracted services for handicapped puoils., 22, got'
elude corson;e1 eptoved'on "on -call - piecework" basis - see
F 65.0108c (Examinations).

vt

Clams for Macement in
-175UFTwed Residential' Centers

The claim forms 1F 65-105) for reAbursement for instructional
services in approved residential centers (M.S. 124.32, Subd. 5)
sr* not included inthis mailing. These forms will be sent to
ill iirlooldistricts in June with instructions for completion

FM IV-41
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C.

;

r 65-109

the claims.' Do not include an' exnentitures for residential
\51Flecoment on the forms AnclIded in tits mailing. This aid
applies onIT to. resioeniTit-iiTicementi witriin the State of
Minnesota wfiere 'the educational program is provided by a
Minnesota Public School District.

.E15:12t (2 -page Summary)
r.

Ttte identifying data_on the to o the first page are se f-
explanatory.' The "Lengtfi of District School-Year".is de ned
as: The number of weeks entered'on the contract for thos per-
sonnel emolOyed solely for a school term.beginning,on or bout
September 1.

SECTION A

'please enter the number of pupils served in each disability area
.

plural total number of all students served in specialeiducetIon.
You' will,noVe toot the "summary" oortion of this page corresponds,
in order,, to the succeeding Pages of personnel lists, Enter totals
only from the Personnel lists to the coveroages. All entries on
the cover pages must corresoond.in amount to the totals entered on ,
the personnel lists. -If you have a claim for which you are uncer-
tain as to where the entry sho,uld be made, please contact the-Special ,
Fducation Section.

SECTION B'

The equipment and supplies section is to be a summary only of the
totals of equipment, instructional materials, and expendable sup-
plies for, each disability area. .

SECTION C

The examinations' summary is to be'a.total, by'disability,,Of those
personnel employed on an "on -call -'oiecewore basis. Any person
employed on a regular, even if intermittent, basis should be entered,
on F 65-106a, Other Essential Personnel, under the appropriate job
title.

.

0

F1'65404 (13:pages - Personnel Lists) (Please liat in alphabetical
order)

There are a series of pa -calling for the lames el,
their funding source, ra of pay, length adFUlthe. salary.
'These 'ire divided by disa lity area jobSilklef.' ition/t1
t4aced are needed for a ,type of verse el lie alnlVdi waif

plods* attach'an,addendum with all a4roprista fnfOf
identify the Personnel, their title, ell it

r 65-1olp (1 Page Equipment and Supplies Lisp
.

Thiel is a ono-Pago.sectibn-on which all qUipmentand supplies!
expendites me!st bp entered. "Supolie nd equioment
for rofplbur-::"Int :re those soedial !tips needed for the instrUc-

' tion of narlicycnoDt.:. ItemtAt are normally furnished,
for all stun -r,' e zi.-c not eligible for special edue.etion reimburse-
ment. It is recommended that unusual purchases be Justified with
a brief okplanation of the reassinfor the equipment.

S mem A

It'b ize only those DieSOS of equipment costing more than $20.00,
each., For each itemized entry' the area -of handicap must be clearly
Identified. The entries should elars-Ui.groUFROT.disehility.

"-;

P14. IV-42
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Am.

!

O

I
,.

.

SECT/ Off B .
.

..
.

-., 6ive total of nonitwmized, non- $xpendable instructional materials .).

.

by disability area.
. a

S E C 41"

I

Give total af non-itemized,lependable supplies by disability area.

F,65-10Be (Examinations)

Only the salarlos cf personnel employed on an on piecework*

basis should be antpred on these forms. Any person wno is on'a-

rotainer, contract otherwise employed on a regular or inter-

mittent basis s`.3:1_ be Included on the personnel list for the -

appropriate disablI,A.y a/ea, other essential personnll or contract.
2 ,

DO NOT CRAIGL,S OR ADDITZOKS ON THE FORM - IF YOU HAVE
iteKEF

QUESTIONS, 'CONTACT:

Department of Education
Division of Special and

Compensatory Education
Special Education Section
Capitol Square Building
550 Cedar Street, -
St. Paul, Minnesota 55101

NOTE: ..

1114
please claim pornom...1 at' either (1) full time; (21 number of.

weeks; (3) number of dayr.,FrTE) number or hours. -110 NOT CLAI

M1NTHs.

/

FM IV -43
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IICTEEDIThE A

School Enrollment mnd School Year

Independent School District 432
567 Stonewall Driy4
Bluffton, Minnesota '50001'
Rock County (67)
congressional,Distript 6 ,

TSchool Enrollment

'Billorest-Elementary School . 1161
Yalleyyiew Elementary-School 1214
"Nilson Junior High School 1410'

Central High School 1337

Total Enrollment K-12

School Year

18b teaching days
38 weeks
's -hour teaching day

F

BM IV -44
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, .

s criztru B A

5

Special Education Personnel Emoloyed and Program Approved,

.

Name -4

a
So.

a

Position

Director of
Educaten

sychologist

Special

Salary Term 1

$16;500 , 148 rweeks

15,000 .

SI,BP Supervisor 12,000

'110,11 Therapist 10,500,

6,000,, .38(let:e)

11,200 .- 38 weeks

4k:oh Therapist

'
4 Teacher, Rearing

Impaired'

Teach' r, Educable 9,600
Mentally Retarded

:Management Aide (ENIR) 1,90Q

wel'ekt

weeks

38 wateke

5.

.

ylegcher,

Teacher, Trainable 10,200
Mehtally Retlarded.

Management Aide (T

38 weeks

760 hours
t '($2;450/baur)

38 Weeks

38,weekA,

2'090 , 760 hours
($2.75/hour)

14 weeks.-.

6,20 24-wseks':

38 weeks

38.welks,

Teacher, Special Learn- 3,822
ing'Behavior Problems-.

Teacher, SLBP

Teacher,1t.BP 1110,3,00

Teaohlr, SLBP40 8,9w. '

*.

FM IVw45
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SC11E0LE 8 (cont'd.) '

Position BAlarz Term

Consultant, SLBP $800 8 days
($100/day)

Teacher, SLBP 6,075' 810 hours
($7.50/hour)

Tepoher, SLBP 5,625 750 hours
($7.50/hour)

Teacher, Home and 3,780 504 hours
Hospital ,($7.50/hour)

Teacher, H & H 4;320 576 hours
($7.50/hour)

'Vocational Adjustment 16,000 48 weeks
Coordinator .

Social Work", ' 14,000 48 weeks

Number of Pupils Served in Special Education Program

Educable )entslly Retarded 24

Hearing Impaired

Haus and Hospital - - - - 14. - - ' 36

9

Special Learning Behavior Problems 134

Speech Impaired - - - 52

Trainable Mentally Retarded - - .- - - 10

FM 1V -46
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561114LE

Contracted Services

-,

# of Days Contracted

Contracting Agency Pupil AEI Membershio Costs

bider Valley D.A.C. 10 175 $2,025

Institute of 15 185 6,380

` Ilso`pedies

Formula for Special Education Aid on Contracted services
. .

60% of Contracted Costs - P.A. earned Special Education-Yd

No%

Note:' Average F.A. (foundation aid) earned by SchoOl
District #492 is 542 per oupil unit.

Pupil Units:

0.5 - Pre-School and Kindorgarden
- Elementary

1.4 - Secondary

FM 1V-47
e.
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SCRIVILE

Tuition Paid to Other School Districta Within the Seats

District Paid Pupil Grade

1

# of Days Program
Membership Tyne*

Tuition
. Paid

-Ridpeway Inds-
pendent School

177 bay Soh 0,393

District 429
iF

Morton.Indeipend- 10 181 Resid 2,412

ant School 4.

District 387

Minnesota Valley 5 185 Resta 2,380

Independent
school District
416

* Day Bch = day school
Resid- - residential school,

FM, IV -48
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SCRUP3LE F

Expenditures for
InStructional Materials, Supplies and Equipment

Instructional Materials

Educable Mentally Retal.ded $450.A0
Rearing Impaired 250.00

Special Learning Behavior Problems - 758.70

Speech Impaired. -.A. ale - - . 579.50

Trainable-Mentally Retarded 398.75

Expendable Supplies

Educable mentally Retarded $600.00

Rearing Impaired 175.50_ .

Special Learning Behavior Problems - - 800.00

Speech Impaired 130.00

Trainable Mentally Retarded 250.50

Equipment

6 Scan-Audio from Educational Activities, Inc. for

D class st $39.95 aot000.,
3 Panasonic Cassette Recorder! from:Developmental
Learning Materials for SLBP class at $42.15 apiece.-

4-

4

FM IV -49/
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Minnesota De. rtmeneof Eduction
spas! Education Section MOM. EDUCATION

4th Floor - Centennial blds. -STATE AID APPLICATION

Calamity

Number

-

5-306

(1974 )

Mime of District

lenettyof Oise; School Year: Weeks for 197

,/
tl SUMMARY OF PERSONNEL AND EXPENDITURES

A.

No. of
Code Punils

ONNEL - Salaries
1 ;Pliers (Fran-Time)
-Speech 02

2-Educable Retarded" -01

3-Trainable Retarded 01
4-Physically-Handicapped 01

5...Hearing-Impaired 01
6-Visdoly-Lapaired 01

7-SpacTearn behav Prob 01

6-Homebound 01

TOTAL

Teachers (Part-Time)

1-SPOO 15

-.2-Educable 'tete-id.4 15

3-Trainable Retarded 15
4-Physically-Handicapped 15

5-Hearing-Impaired 15
5-Mursery'School 17
6-Visually-Impaired 15

7-spec Learn Bohm, Prob 15

15-11Mhound 15

TOTAL. e .

Consultants
1-Speech . 16

2-Educable Retarded 16
3-Trainable Retarded. . 16
4-Physically-Handicapped 16

$-Hearing-Impaired 16
6*Visuallf-Impaired 16

7-9pec Learn Belie', Prob 16
8-Nowebound 16
9-Administfation ---- 16

9-Regional Consultant 19
TOTAL

NO. of
Teachers

intritt
Number 11..

Distr ct ,Leave
Eroe ded Blank

No. o
Consultants

Aidei
Attendants
1-Speech 06
2-Educable Retarded '06-----

-3.-Treinsble Retiided O6
'4-Physicilf/-Handicapped 06
5-Hearin- Impaired 06

4 S-14suelly&Impaired 416'

7-Spec-Learn Behalf Prob 06
9-Social Worker . 06

TOTAL
. .

. . .

NOTE, Please complete the su.t.seauent sheets as well as the im two total sheets.

le

No. of Aides
Pull Part

FM IV-50
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Part.nt Counspid. Tutors
OMB

5- ::taring - Impaired 18

eIw!!lical Therapists
1:177;Tally handicapped 03

C.:Unational Theraniats
04Handicapped

Nurses
171:Witglly Handicapped' 95

77.7730PlyAlmpaired 08

Readers
Z=771Willi,-Impaired .

Eftrector
9- ..then Ehnen. Personnel
.Suervlsor/Progt Coor.
_9-Oiger Essen. Personnel 10

Vet:it:010j. Coor.
9-Other Personnel 13

Zcnool Psychologists
5-ytner Bssen.Fersonnel 12

School Social Workers
9-Ctner Esien. Personnel 11

,

TCTAL SALARIES & PERSONNEL

i4

1-4peech
2-Educable Retarded
3-Trainable Retarded
4- Physically Handi.

6-V:sually-Impaired
7-Si-ec.Learn.Behay.Prob.
:',Somebound 3

p-Other Essen. PersInPILL:
TOTAL

Contracts - (Do not include

1- SpeeeIi

2-Educable Retarded
- Trainable Retarded
4-PhysiCally Sandi.

'.1,Hearing-Impaired
'6-Visually-Impaired

00
00
00
00
CO
00
'00

DO
00

TOTAL

In Submitting this.annUal report, the school board
as:knowledge* the tact that this program has been con;'

ducted in accordence'with provisions of the laws and

rules of the State Board oEducatigd

4.0 awl
LEAVE BLINK

/MIWW.

- I

-.,

Ii11441341141IMINIMISMIlla

B. Equip. & Supplies,

EXPENDED 'LEAVE BLANK

011111011.

OMMMOMar

0. E. P.

00
co
00
00
00
GO
00

C.'EXaminations - "Piecework"

EXPENDED LEAVE BLANK

e.g., paychologists,soc.wkrs.)
EXPENDED LEAVE BLANK.

4W.

MM.

.ImmmWm

Surerintrndent'or Clerk of Board

3ite ..MMIMMIMM

4

TOTALS A,13,C

GRAND TOTALS
A,13,0 A D

4
-.. - . .

This is agtots1- of all three equipment find supplies-eattiories (equivalent, inateqetional

cateriaia, and expendable sopplies) fres the eqviipment and supplies shown on r654.01he

ICS91115110

Waal -

GRAND TOTALS (A.B.0 & D)

A. PLVSONNEL
WENDED TuAvelmar,

B. EQUIPMENT & SUPPLIES
EXPENPED4LEAVE

C. EXAMINA/FIONS'
EXPENDED

213311.

D. CONITotal
EXPENPED LEAV AMY

IMMIIIIIM.41MArSarMile Aft..111.:

FM IV-51.
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State of MitfitellOtI

Depeitment of Education
,Sp6F1e1 Education Section

A The ists (Full-time)
nder contract

F4-10Sa

PERSONNEL SALARIES
SPEECh TKERAFY PROGRAM_

Complete -Chia portion of the form for therapists employed full

OAHE OU'E''\
THERAPISTS

-

VOC
ED

OMR FUNDING- RESOURCE* 4-LENGTH'

OF TINE
WORKS; **

,TOTAL
RATE***

PUBLIC
SCHOOL SALARY

LEAVE,

BLANK

TITLE
I

TITLE
III

TITLE
VI DVU OTHER

. .
,

.

1

.
.

..-

, /
. -

,

. .
e .

TOTAL

.

. i ,.

..._

D. Therapists art-timo; includes supplemental therapist) Complete this portion of the
form for therapists emoloved part-time and/or not under contract

r-
4

TOTAL.

.. nsme - Lace Ems orcion ox cno corm sorAimmudnovi. ea in Ere o. ecn .ro .om

.

ik

.
-- .._

. . TOTAL

D. Consultaots Complete this- portion of the form for part.-time consultants employed to
i rove the_speeeht ro ram

TOTAL

Please check other sources of funding. If "none* is appropriate please leave; blank. Se
"other" please indicate. _

1

*, Give /mount of time actually worked in hours, days-4*-wieks. DO NOT USE MONTHS.' If
full-time enter "FULL."

Ite, Give rote of par. If person ves employed by the hour give-hourly rate, if employed
by day or week give fly or weekly rate. If cull-tile, give-total salary.

FM IV-52
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State of' Minnesota
Department of Education

Special Education Section

.4-
4

PERSONNEL SALARIES
gDUCABLE RETARDED PROGRAM

A. Teacher (Full-time) Complete this portion of the form

contract

TbS-1015.

for teachers employed full-time

'VOC

NAME OF TEACHER ED

OTHER YUNDING RESOURCE* LENGTH
07 TIRE
90rICED** RATE***

TOTAL PUBLIC
SCHOOCSALARY

LEAVE
RLANZ

TITLE
I

TITLZ
III

TITLE
VI' DVR OTHER

,

.
, .

TOTAL

B. Teacher (Part -time Includes Supplemental Tutoring) Complete this portion of the form

for teachers employed part-time and/or not under contract

TOTAL ...

C. Aidds - Complete this portion of the form for tides employed in the educable retarded

progimo r

2

TOTAL

D. COnsultants - Complete this portion of the form for-part-time conaultantsemployed to

la rove the educable retarded prosran

...

TOTAL

* Flesse,check other sources of funding. If "none" is appropriate please leave blank.

If "other" please indicate.

**i Give.amount of time actually worked in hours, days or weeks. DO NCI USE MONTHS. If

full-time' enter "Full."

*** Cive rate of, pay. If person was employed bx the hour give hourly rate, if employed by

day or week give daily or weekly rate. If full-cie give total salary.

FM IV -53

990

S



4k
S

State of Minnesota
Lepartment of tducatibd
Special EdUcatiets Sectfom

PERSONNEL SALARIES.

TRAINABLE RETARDED'PROORXII.
II I

. -

_ , A. Teachers (Pult-iime) Complete this portion of` the for for teachers employed -ties'

under contract . --
. MUER FUNDI:jC RESOURCE* -LENGTH 1

VOC TITLE IT ITLE 11TLE OF True . TOTAL PUBLIC N LEAVE

NAN! or ti(ER ED 1, 1 III vl_ DvirEmm WORKED** liATE***scHbol. SALARY BLANK
I

F6S-108a

TOTAL

B. Teachers 1Part -time - Includes Supplemental Tutoring) Complete this portion of the fori

teachers part -tine and /or not under contract_

. . %

/b.

1

II

A

TOThL

C. Aides - Complete this portion ats form for aides employed in the trainable retarded

PrAtiam

1

5'

TOTAL

D. Consultants - Complete this portion'of the fOrm for part -time consultants employed to
ilprove the trainable retarded program

r I

10.

#

t TOTAL

'7

Please check other sources of funding. If "none" is appropriate please leave blank.
If "other" please indicate.

lig. Give amount of tine actually worked in houri, days or weeks. DO NOT USE MONTHS., if
full-tima enter"FULL."

s** eve rate of pay. If person was employed by the hour give hourly rate, if ohyloyed by
day or week give daily or weekly rate. If full...time give total salary.

FM IV-54-
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Stito of Minnesota ..g.

Department of Education

Special Educseion Section ,
$ k

. 0

leRSONWEL SALARIES i

PSTSI,LLY-HANDICAPPID PROGRAM
.

1065-10Sa

V (Page

A. Teachers (111$11=Tim0) Complete thieportiog of the form for.teschers employed full-time

-

,
. .

NAME OF TEACHER .

#

VOC
ED

OTKZ1 FUNDING RESOURCE* LENGTH
OF TINE
WORaD**

.1

RATE***
TOTAL .PUBLIC
SCHOOL SALARY

LEAVE
BLANK

TITLE
.1

TITLE
III

TITL'
VI DVR

.

OTAR

,
.:

o

..
. .

.
. .

A

. w

.
. .

,
TOTAL

.
.11L

D. Teachers (Part-Timm - include. Suppleamptal Teacher) Complete this

for teachers mmolosed tart-timm and /or not'Un4Alkt ciptraet
-,--:,

--4

ortlon.ot the form

TOTAL

C. Aides Complete this poltion of the form for'sides omplbyod in tho physically-handicapped

program I

0

D. Consultants - Complete this portion of the form for part-time coatultants employed-to
improve the phvstcallv..hendicapoed program

TOTAL

* Please check -other sources of funding. If "none" IPOppgopriatt please leave blank.

If "other" please indtcatg.

** Civa\amount of time actually worked in being, days or weeks. -DO NOT USE MONTHS. If

full -time enter "POLL." r

** Cive rate of pay. If person wall employed by the %gut give hourly rate, if employed by .

toy or week give daily or weekly rate. If full-t give total salary.

FM IV-55
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Ste% of Minnesota
Derarrment et Education
Special Education Seettion

PERSONNEL'SALANIES
PHYSICALLY-HANDICAPPEDI*EAM

ti

i631014.
(Pose 2)

.
- '

,

. '

E. s Physicaltherapists - Complete this portion of iliie form for physical the:4piece employed

Lull os . vs a -handl ao od Oro ram
,

MU!! OF TWERAPISTS
VOC
ED

OT. SR FU.:DINC E: SC' LEUCTN
OF TIME
WORKED** RATE***

et
TOTAL PUBLIC
SCHOOL SALARY

LEAVE
BLANK

TITLE
I

TITLE
III

TITS
VI DVR OTHER

-4r
_

. .

.

.

t
.

P

. .

'

. -.

..

.
.

.

TOTAL , .

,
-

F. Occupational Therapists . Complete thli portion of the form for Occupational Therapists
.

.4wemployee tull or part -time In the-pnvsicaily-esnaicappeo

.

pram

.

.
.

.
t

.
. TOTALTOTAL

._ .
1

:. Nurses Complete this-portion
the h sioall -handica oed ro

of the forn_lor nurses employed full or par! -till in
raw

re

Plonks thick' other sources of finiding.
If "other" please indicate.

Give amount of time actually worked in hours
fulktime enter "FULL."

o
TOTAL

If "none" 10 appropriate

&
days or weeks* DO

please leave blank.

NOT USE MOUTHS. IL

** Cive rate of pay. If person was employed ter the hour give hourly rate. if employedrby
day or week siva daily or weekly rate.

FM n-56
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State of Ifikeilet,
;04partent of Educatlery
Special Education Settles

A. Teachers (PuLl-ttme)
under'contract

o.

t

TPERSONNEL. ,IApaart6
"IINUCEt!d:1MTAIDED:tROCRAS

Complete thrsffmrtibi. of the forma fat therap tte employed full-time

a

ro4ota
.(Pose -I)

!

NAle OF, TZACRIA

VOC
ED

OTL:St FlE:DINC RESOURCE* UEN6TH
OF TIME
WORKED** RATE***'SCROOL

TOTAL PUBLIC
SALARY ,

. .

LEAVE
BLANK-

TITLE
I

TITLE
III'

MU
VI

.

DVR OTHER
".

,.
/

,

. ..

4
- ,-

,
.

I.

, o .

.

. ., - - .
.

a

.....

1
TOTAL

B..Teacheis (Part-time, includes suppltmentailimachers) Complete this portion of the form

for te- hers-emolo d- art-tim_snd o no nde con ract

a

TOTAL

C. .,(.ides - Co bete this portion of the form for sides em lo ed-in the hearing. prosrm
. =

r

lr'
.,.'

It ImosioN7.4
-,

TOTAL

D. Consultants - Complete this portion of the form lfor pert-time consuftitts employed to

'improve the'hearing program

t.

1

TOTAL

NursefY'School teachers.- Please complete this pof(ion of the form for nursery school

teachers employed fdll or par[ -time in the preschool hearing-prop-am.

a

4
'141 P1 -57

.
394

TOTAL
. ±41

4.
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S

St.ic of Minnesota
e,p'arcosant of Education
Spatial EdUcat I otiN.Sect 106

.
PERSONNEL ,SALARIES

KEARIPG.INPAIRED PROGRAM
.

. .
Parent Counselert/Individual Tutors Complete this'portion pf tbe fore for parent

4

T65-1.011a
(Page 2)

counselorsLindivjdua tutors erliovad vert orft..,11-tIr:ths
.. LENGTH

TIME
WORKED**

rr.5

RATE***

bool,hearin ro ran
-

NAP,Ct OF

COLNSELOR/IND.,TUTOR
VOC

ED

OTtal.rt FU:,D .G .. 0 c ,

TOTAL .PUBLIC
SCHOOL SALARY

.
LEAVE
BLANK

TITLE
I'

TITLE
III

TIT).,E
-1.1 DVR

/ -OF
OTHER

. -' .4.

I-. :'

t . . .
.

. t r TOTAL' d
.

.

,

* Plass* (check' other sources of funding. If r\nene" is aPptopriett, please leave ,blank.
If "Otber" prises indicate. - .

.
'. 1 .

/r lb*.r* Gilie.amount:of time 'actually worked IP hours, days or weeks. DO NOT 'USE 'MONTI'S . If '
full.tiine enter "FULL." _ ,

. . . , i 8),

**** Give rats' f pay. II perion.Was employed by the hour, giii"hourly rats, if employdd by
day or week, givedakly or weekly rate. If full -ties siva toted salary.. ,

PM. IV-58

395
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,l4

:Stets of Minnesota
pipartimot of Educatlom

Special. tducation!Seition
N.

.10;

PERSONNEL SALARIES
. VISUALLY-HANDICAPPED PROGRAM

145-108a
(Page 1)

41
To/haters (Full -tide Complete this Portion of the form for teachers employed full-

unde contract

" VOC
NaY2 OF TEACHERS ED

RZSOURCE* LENGTH
TITLE TItL: TITLE I OF TIME

I VI DVR OTHER WORKED**
TOTAL PUBLIC

RATE*** SCHOOL SALARY
LEAVE
BLANK

TOTAL

3. Teachers (Part -time includes supplemental teacher) Complete this portion*ef the
form for teachers emdlo ed part-time and /or not unde m contract

t .1
. -

-1.- f .
5

/
, 1

.....

...,

,
r

.
I ' ...."

'
...A.

TOTAL

r \ ' I

op
Aides - Comple te this portion of tfie form for aides employed in the.visually-handicapped
program

TOTAL,

D. 64;sultants --Complete this portion of the fbrm for part-time consultants employed
to Improve the visualky-hardica;ped orogrim

04.

ft"-

TOTAL

Pleese check other sources of funding. If "none* is appropriate'please leave blank.
It \Aber" please indicate. ,

* Give amount of time actually worked in hours, days pr weeks. DO NOT USE MONTHS. If
full -time enter "FULL."

*** Give rate of pay. If person was employed by the hour give hourly, rate, if employed by
day or week give daily or weekly rate. If full -time give totrioolary.

.
4"

FM 111759
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State of Minnesota
Department Of Education
SoeCisl Education Section

PERSONNEL SALARY!
-VISUALLY-HANDICAPPED P =AM

X -

E. Brailtists - Complete this portion of the'form fo brsillists employed full or part-

. liotime for the visually handic3need prorrem
01%.4.H FON r- RZSOURCE* LENGTH

VOC TITLE TITLE T LE OP TILE TOTAL. PUBLIC LEAVE

NAME OF BROLUST . ED I 111 I DVR tiri WORKED** RATE*** SCHOOL SALARY BLANK

P65 -1081

(Page 2)

p

TOTAL

F. Typisti - Complete this portion of the form for full or part.tims' typiscs employed

in the vlsually-handicapped program

11/

TOTAL

Headers for the blind Complete this portion of the form for full oriort-time

'reader/ epLoyed in the visually-handicaonm4jorotram

4

Plisse check other sources o funding6 If "none" is appropriate please leave blank.

If "other" please indicpto.

** Cive amount of time sct lly worked in hours, days or weeks. DO NOT US! MONTHS. Ifs,

lull-time enter "FULL.
..t

me Give rate of pay. I person was employed by the here give hourly via, if employed

by day or week give doily or weekly late. If full-time give total salary.

e

a

FM JV-60
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State df Minnesota .12-

Doyattment of Education

Special Education Section

1/ 4\,4 PERSOWNEL-SALARIEt
SPECIAL LEARNING BEHAVIOR PROBLEMS PROGRAM

1115108a

.

A. Teachers (Full-time) Complete this portion of the formmfor teachers smploied full-time

NAMT OF TEA&
VOC
ED

111TeR FUNDIPC RPSOWPCf*- LENGTH
OF TIME
WORKED** RATE*

.

TOTAL PUBLIC
SCHOOL SALARY

LEAVE
BUNK

TITLE
I

T1T4i6TITLL
III yi INK °TAR

.
.

.
,

-

,

. eir' -

-

.

t

.

-
.
,

',,i

.
.

o.-
so a

fa.

TOTAL -

B. Teachers (Part-time includes supplemental te4dhers) Complete this poiltien of the

form for teachers employeZ part-time andlot nOt under contract

TOTAL
a

C. Aides -.Com S -th s portion of the form for aisles in lo ed in the SLSP program

1 4

-

C'....
. . *

ai

li .
TOTAL

,

D. Consfultants Comiilete this portion of rht form for part-time consultants employed

to P 'improve the 1., ,

. a '- , ..-

°
ola -y

so
1

. TOTAL.

)

* Please thick other sources of funding. If "none" is appropriate please leave blank. 7

If "other" please indicate.

** Give amount of time actuallf.worked in houis, days or weeks.

full-time enter "FULL ". -

DO NOT OSE ,k14(WTHS.. jet

. .

***Give rate et pay.. If person was employed by the-hour give hourly rate, if employed by

day or week give daily or weekly react. If full-time give total salary..

FM V-61
,98
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Stitt* of Minnesota.
Dopartment of Edocatipm
'Special Education Section

?ERSONNEL SALARIES
itHE AND HOSPITAL PROGRAM- ,%

A..Toschars (Full-time) Complete this portion of the ilia for teiclier(s) employed

r

F65-10887

.-.
,

NAME OY TEACHER
VOC1

ED

"OTIZR FUNDING RESCURCE* LENGTr
OF TI
HORKED**) RATE***

,

..,,

TOTAL PUBIC
SC49. 1SAtARY

.

LEAVE
BLANK

TITLE
I

TIT.LE

III

TITLE
VI ,DVR OTHER

, 1...
..

..
'

. .

.

, TOTAL .

for tAachera employeepart-time altd/or not under contract

C. Aidi00'
proArto

TOTAL

omplete this pbrtipn of the form for aides employed in tho home, and hospital

B.: Teacher (PArt-tino inelodes supplemental teachers) Complete Chia portion.of the form

TOTAL

D. Consultants Complete this portion of the form for part-time consultants emplOad
to improve the home and hospital program

TOTAL

*.Pleise check oilier sources of funding. If "none" is appropriate please leave blank.

. Give amount, of tiro* actually worked in hours, days or weeks. *122 NOT USE MONTHS. If

full -time enter "FULL."

***Give rate of pay. If parson wee employed by the hour give hourly rats, if employed
. by diy or week give daily or weekly rate. It fell-time givo--tilialsalary.

FM IV-62
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I

of Minnesota
Department of Education
Special Education Section

A. Director of Special E catio

employed full -time a oVer..

Y65-Itta
.(Page 11,

RSQNNEL SALARIES
R ESSENTIAL PERSONNEL

/

. Complete this portion of the form for the person

I sunery sor'of special education
0

N'NE OF DIRECTOR

VGC
. ED

LTAILEZDIt. h.:SOURCE* LENGTH
OF TIME
WORKED** RATE***

F

TOTAL POEILLC
SCHOOL) gALARY

i

LEAVE
BLANK

.

TI ACE TITLE

' III

T TLE
VI , DVR OTHER

li..Supervi,sor Cemplet his portion of the form for persons 100loyed

of a specificydisab itv area of the special education prognim

hams-

Area
tsme

as supervisor

TOTAL
l

C. Vocational Adjustment Coordinator - Complete this portion -of the form for persons

cationil adjustment coordinatorsIM,iployAd as

ti
f.

1'

TOTAL
)

D. ScHool Psydhologists Complete this portion of the form for psychologists employed

under contract for the soccial education program°

,

. s*
-

, TOTAL
V

E. S hool SoCial Workers - Complete this portion of the form for school social workers

'e layed under contract for he special ducat ton program

F.

a

TOTAL

octal Work Aides - Complete chi's portloirof the form for aides employed full or part-time

n the social wor Co ram for s cial educition
*N.

11111.1.1611.111111111

11111/11

FM IV-63
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,

State oUNineesori
Department of Riscatiem
spatial:Education Section

13

PERSONNEL SALARIES
OTHER ESSENTIAL PERSON/1EL

', 7415.10Ra

(rage 3)

C. Regional Corisultant - Complete this portion of the form forpersons'employnd under the

Titl't VI Special Education R. -tonal Cons Lunt program

'REGIONAL CCiTILTANT 'tD

VOCITLE.TITL:
OT:.-.R FU::DI:4 r.:SGURCE* LLdOTH

OF TIME
WORMD** RATE***ISGHOOL

'TOTAL PUBLIC,
SALARYI

LEAVE
BLANK

I III

TITLE
VT DVR CMBER

.

.

.

' ---

A

.

.

.

* Pleas4 check.other sources 'of fundLitg.. If *none" is appropriate plosie leave, blank.,. .

. If "other"pleane indicate.
O

** Give amount octium actually worked in hours, dlys or weeks. DO NOT USE MONTHS.-

full.iima enter "FULL.*
.---4

4

**'moire rate of pay. If parses vas employed by the'bast give homily rats, if
employed by

day or woe give daily or weekly ware. If fell -tits give total salary.
A

.0

4

4

(\

L

0.

FM IV-61.

( 401

4



itaieof Minnesota
Department of Education :
5,610.4 Education Section

.

EQUIPMENT AND SUPPLIES

A.Zquipment (List on individual ttsms costingmore than $20.00 each)

4

-

Y6$.-10810

4

QUAN-
TITY tem

.. .
Vendor

Ares .O& .
Handicap*

Amount
Exvended L

Leave
Slank

. , . .

.
,

...

, .

.
,

, , 1
, .

.

, *
,

.

.

, .

.

.
,

,
TOTAL

.

Speech
Educable Retarded
Trainible Retarded,

.Physically-Handicapped
Kearinlcpairea

jisuully-lcpaired
Special Learning Behavior Problems
Homebound
Other Essential Personas'

C. Total Expendable Supplies

Educable Retarded
Trainable Retarded
Physically: Handicapped

Rearing-Impaired
Visuatly-lcpaird"
Special learning Behavior Problema
MaSebound
Other Essential' Personnel

TOTAL

TUt7a.

EQUIPMENT AND SUPPLIES (A+B +C)
GRAND TOTAL

4

I

N

is=socts**====*moiwordcolomoso

List the area of handicap the ileac of smelplment was bought for i.e., Speech, EXR, THR
etc.. or the specific other essential person. Flees* list all major equipment together

in categories, i.e., all EMR together, TMR together and so on. ,
.

-*

'



t

State of Minnesota
Otparcment of Education
Special Education Section

L17-

EXAMINATIONS

A. isychologicallasting .

,
.

I NOTE: This portion of the form should be completed only for psychologists emplmd

nn a "pieciwork" basis. Part and Full-time psychologists employed for any
amount of service should -be reported on the "OtKer Essential Personnel" .

.

salariss4
\

iportion of this form. f N. 1
.

.

F65-104c

4

4
t

.

NAME OF PSYCROLOCIST
, ( 1 AREA OF

I HANDICAP*

NUID3gR OF

PUPILS
'EXAMINED

LEN -MI--

OF T1
WORKED**

,

TOTAL PUBLIC.
SCHOCi.: SALARY

: LEAVE
:.- BLANK .

---r-

e r
- r

e

.

, .

. .

. _

.

.

. .
i

-00 ) 4
TOTAL

B. Medical. EkaminacionsI

.
NA!CE OF Pt DICAL DOCTOR

_ .
.

-

. ,'
.

.

. .
. TOTAL .

,

NEUROLOGISTS 02
OTHeit MEDICAL PERSONNEL

(Indicate) ,

, .
-

I

.

.

. .
.

,

/
. .

.

. ,

. -
-

- .

1
. TOTAL'

(A+11) GRAND TOTAL

f

. ,

...---......-..-...

.

It List area of hancitcsp tn Which the thildren tested were diagnosed. i.e :, speech, EMR,ti. ,SLBP.'etc.

.** State in either days or hours. The maximum time allowed istn hours or one-hal 0
day per pupil examined.

FM IV-66

403



0

State of Minnesota
Departaent of Education
Special Education Section

CONTRACTS FOR SERVICES

FCR $15VCAPPED PI1P10_

F6,-io8d

PLEASE DO N6T INCLUDE OTHER ESSENTIAL PERSONNEL,'e.g., MENTAE HEALTH CENTERS. PSYCHOIEGISTG.

SOCIAL WORKERB. ITC. (This form its for contracted-services for individual handicapped-chil-
.

dren

. CONTRACTING NO. OF DAYS

AGENCY STUDENT NAPE MEMBERSHIP , AGE

STATE USE ONLY

AMOUNT LEAVg LEAVE LEAVE

EXPENDED BLANK 1 BLANK BLANK

imam ....mow

...

,

X6447:

a



0

NEI

.

Etttke U. fyt
C 4 k.G 3INCE A

'405

NNW

VI
NOTIFicAliori or PFtwict puozE I All'HOVAL.

_

3673 PPr c 1 t. .11t. rc t Title Toward Adequate Analvsis end Treatment1.4 t.:...1 V -..i _ ______
Scioct Dqtr,Lt t:ki acr 999 Dis:r.ctNamt Plentywozd School District. nentywood, Mn 51111 (Itasca Co.)

-

1975Furies fro-nezlt Year. i3estorung Date- AUg 16, 1.974_ Etictin-, /date June 15, 1975
,

.

T $21,120 Date Aaprovcci April 1,1:_1974.
,

alc VI Fiimis Ar prove&
.

ACCOUNT
CLASSIF I-
CATION

,

ITEM
,

.
TITLE VI
FUNDS

STATE
AIDS

LOCAL
,FUNDS

cF)Ng
.

.

.
,

,

210.2.194 Profe.ssional Salaries $5,400 W,600 Ni $5,000 Si

Consultants 1,020 480
(15 days at $100/day)

_ ._

Teacher Aides 4,000 6,000
,

1

Clerical . ,

. 5,000

4- ..

140.2.61.. Instructional Supplies and 1,000 50
.

Materials
'

, -

150.2 Staff Travel -1,200
_

roi Telephone
, 1,000

V.2.30

,

_Equipment ,

,

2,500

t 4- .

.

.
.

.

.

_ .

______

TOTALS $21,120 $22. 580 45,090

Amendments
Total originally approved:
Change
Revised amount apploved:

0.0

TOT,

1,5O0'

S.4000

%Soo ,

t:Loo

*tpots

2,500

Signature*

406



Vo

Date *P.0 # Vendor

Aug 17 P.0 .# 001

Aug .1,9 P.0 di 002

Aug 20 P.0.# 003 .

Aug 25 P.0.# 004

Aug* 22 P.0.# 005

Aug 22 . P.0 .# 006

Aug 23 P.0.# 007

Aug 29 P.0.# 008

Aug 30 0.# 0001
R

Aug 30 C.# 0002

Aug 30 C.# 0003

Aug 30 C.# 0004
,-c

Aug 30 C.# 0005

Aug 30 *7. C.# 0006

'Aug 31 P.0.# 009 .

Sept 2 P. 0i# 010

Sept 2 P,0.# 011

soot 5 c.# 0007

Sept 9 Cat 0008,%

Sept 13 C.# 0009 .

Rept 13 C.# 0010

Scot 13 C.# 0011

Sept 13 C.# 0011

11POORD OP OILTOATT011* PAYWIDITS

P.O. ... pursbasing ceihris
_co - *boo!

FM W-70

A 'EL. Amount

1230 $870

1230 532

240,266 410* 'jilt)

1230 130

1230 425

210.266 - 300

240.266 540

.1230 225

210.2 1500

"210.2 400

210.2 400
.
210.6 250,

210.6 .250

210.6 250

1230 80

240.266 75

240.266 id

250.8 100

640.4 120

210.2 $OO

210.2 1400

210.2 400

21036 250



Date 10.0./C. # Vendor

°apt 13 C.# 0013

sent 13 C.# 0014

rent 17 s C.# 0015
* _

Sept 19 C.# 0016

Sept 23

Sept 25

Cid, 001*7

C.# 0618Y
.

Sept 30 C.# 00.19

Sept 30. C.? 0020

Sept 30, C.# 0021-

Sept,' 30 C.# 0022

Sept 30 C.4 0023

Sept 30 C.# 0024.

Oct' 1 C.# 0025

Oct 2 C.# 0026

Oct 3 C.# 0027

Oat 3 C.# 0028

'Oct 3 C.# 0029.

Oct 4. C.# 0.030

Oat 4 C.# 0031

Oct. 4 C.# 0032

Oct 8 9.# 0013

Oct.10 _Ca 0034,

Dot 10 'C.# 0035

Oct 15

.* Oct 15

Oct 15

Oct 15

Oc 15

Oot 15

Oct 18

Oot 19

Acct. # - Amount t

-21o.6* 4250,

2110..6

50.6 100

1230 750

1230- . 1.32

21e .266 330

210.2 500

210.2 .406
2x.0.2 400

210.6 250

210.6 250

210.6 250

240.266 540

-250.8 100

1230 125

21.0.266 309

1233 140

250.2 60

250.2 .60
,

250.2 60

604
1230

240.266 60

500

1400

400

250

250

150

Ca_0036 210.2

C.r0037 210.2

C.# 0038 210.2

C.# 0039 210.6

C.# 0040 210.6

0.#. 0014 210.6 '

C.# 0042 250.8

C.# 00I4,3 x.266-,

Iv-71

408-

100

75

A



,

Dais

act 30

,,
., oat 30
.

Oct 30

4*t .30

Oct 30

.. Oct 30
,.

4

Nov `z
.

....
/- Nov 7

Nov#11

Nov 13

Nov 15

P 0 /C I Vendor

.,

.,,

toot. #

CAI 0044

% iC.# 0.045
0 -

-C.# polik.
.

44 0047

C:# 0048
.

.. C.# 0049

, C.# oo5o"

C.# 007

C.# 0052-

C.# 0053

: C.# 0054

.

.

.

M

210.2
.*

210:2

210.2 *

210.6

210.6

210.6. %

250.2

250.2 4'.-

640.4;

1230

210 .2

Amount

500

40e

490

50
250.

250

'45

25

82 .

1400

500

Nov 15 C.#- 0055 210.2 .11.0t)

Nov 15., C.# 0056,- 210.2 400

. ,

. Nov 15 C.# 0057 210'.6 - 250

,,

- Nov 15 C.# oa58 259
.

210.6

Nov 14 C.# 0059
.

210.6 .250
1

Nov 19 C.# 0060 250.8 100

gpv 20 C.# 0061 , 1230 120

NOV 27 0.414 0042 - 2140.266 210.

Nov 29 C.# 0063 210.2 500

. .

Nov F C. po64 '210.2 1400

Nov .29 C.# 0065 210.2 400 a, ,
- Nov 29, C.# 006 ,

A
* 219,6 '' '250s a,

. .

Nov '29: tl',04'0067 210.6 $200
. ,

.

Nov 29 C.# 6068.
: .. ,

210.4 20

N
qi,

;-- Dec : 11 C.# 0069
,A

1 .

.

, 1230 : 300

Dec 4 c.# 0070
.

14:. .

.-
1230 916

1,64: 5 C .# 0071
, . X250.2 35

Dec . 5 C .# 0072' ' 250.2 35
.

,

Deo 9 C.# 0073
. A le

i ... 640 04 74-

:Dec 10 C. 41074
a

250.8 100
.

C.
S.

IV-72/ dIP

*409



4

o

Date.

Deo 13

,Dec 13

Dec 13

Dec 13 _1

Dec 13

Dec 13

Dec 29,

Dec 21

Dec 29\

Dec ,29

Dee 29

.Dec 29

Jan 6

Jan 9 C.# 0088:

San 9 C4 0089

Jan 9 .# 0090

Jan 13 C. #'0091

Jan 15 C.# 0092

Jan 15 ,C.# 0093

Jan 15 C.# 0094

.Tan 15 0.# 0095

Jan 15 c..# 0096

a

1/22.atit

C.# 0075

C.# 007

C.# 0077

t.# 0078

C.# 0079

C.# b080

C.# 0681

C.# 0082

C.#. 0053

C.# 60.4

C./ 0085

C.# 00%

0.# 0087

yond'ochp.

0

Acot. # Amount

210 .2

210.2

210 :

.210.6

210.6

210.6

?10.2

210.2

210.2'

210.6

219.6

210.6

123o

500

1400

1400

250

250

:250

,500

1400

1400

250

; 250

250-

150,

Jan 15 C.# -0097
,

Jan 20 04 0098

Jan 22 , 'C.# 0099

:A 30 C.# 0100

Jan 30 C.#

Jan 30 C.# 0102 -

:Jan 30 C.# 0103

Jan 30 C.# 01014,

Jan 30 C.# 0145-

194 IV-73
410

250.2 86

250.2 80

250.2 80

6140.1

210 * 500

210.2 400 .$

210.2

210.6

010.6 250

210.6 250

L230 80

250.8 100

210.2 500

210.2 1400

210.2 400
'*

210.6 250

210.6 '250 * =

210,4 - 250



A

#

Feb 6 C.# 01.06

Feb 10 1C.# 0107

Feb 14 C.# 0108

Feb 14 C.# 0109

'Peb 14 ,C.#'01I0

Feb 14 C.# 9111

Feb 14 6.# 0112

Feb 14 C.# 0113-
Feb 28 28 C-.# 0114

Feb 28 C.# 0115.

Feb 28 C.# 0116

Feb 28 C.# 0117

Feb 28 C.# .01x18

Feb 28 C.#-0119

14ar 6 C.# 01.20

Marallie C.# 0121

war 14 C.# D122

war 14 C.# 0123

Mar ,14 C.# 0124

war 14 6.# 0125

."Mar 114. C..# 01.26

war 14

Mar 28

war 28

Mar 28

Mar. 28

Mar 28
t

Mar 28

4.

C.# 0127

C.# 0128

C.# 0129

6.# 01)0

C. #.0131`

C.# 0132

C.# 0133

Apr 3 c.#

,Apr 14 . 6.0 0135

Vendor Acct. # Amount

- 250.2 20

t.
640.4 86

210 .2 500

610.2 400

210.2 4o0

4` 2106 250

219.6 250

210;6 250

21.0.2 500

210.2 400

210.2 140

e210r.6 . 250

210.6 250

A
210.6 250

250.2 160

6404- $ 81

210.2 500

' 210,2 400

210.2

210.6 250

210.6 250

210.6 250

210.2 500

210.2 400

210.2 400

210.6 250

210.6 250

230.6 .250

29105

640-.4

FM IV-74

411



b

*1)

Date P.Q./C. # Vendor

'kw 15 0136

,Ar.r 15 C.# 01)1

Aor 15 C 0138

Apr 15 C.# 0139

Aor 15 C.# 0140

Aor 15 C.# 01141

Alai 30 C.4142
Aor 39- C.9 01143

Aor 30 5140C.# 01144

Apr 3-, C.# 0145

Aar 30 C._# 046
0 _

"Apr 30 C.# .01147

Apr 31 CAI 0148

May 5 C.#0149

C.# 0150

c.# 0151

* C.# 0152

May 5

May 5

May 9

May 12 C.# 0153 ,

May 15 c.# 0154

May 15- C.# 0155

May 15- C.# 0156

May ,1? Cat 0157.

May 15

May 15

May 20

May 30

c.# 0158

.c.# ca-59

Cb# 0/60

C.# 0161

May 30 :Ci# 0162

May 30 C.#016)

May 3o C.# 0164

Kay 30

I

AmountAcct. #

210.2 500

210.2 14.00

210.2 400

210.6 250

210:'6 250

210.6 250

210.2 500

210.2 400

210.2

210.6 250

)10.6 250

210.6 250

250.8 *leo,

250t2 20'

250.2 20

250.2 20

250.8 100

6140.4 92

210.2 500

210.2 too

210.2 400

210.6 250

210.6 250

210.6 250

250.8 100

210.2 500

.210.2 4.00

210.2 400

2113.6 2,5°

210.6 250



.4.

!or

Dam P .0 . /C . # Vendor

May 30 C;# 0166

June 2 C # 0167

June. 5 C.#" i68

June 5 c.# 0169

June 9 C.# 0170

June 15 'Ca 0171

June 15 .C.# 0172
JUe C.# 0173

June 15 C.# 01714.

June 15 C.# 0175

Jurke 15 C.# 0176

I

FM IV-76 ,

413

";

41.

Acct. .# Amount

210.6 250

250.E 100

250.2

250.2, 45

640.4 104

210.2 500

210.2 1400

210.2 1400

40.6 250

210.6 '250

210.6 *250

4



Cicersgse.
. So terICL

Tryiet t NaitobelL

ScIot,i Distf.c.t Number-

Fires !torn Fix! Vim:,

Tstle VI Funds Appove.t:

Pt oicet Title:

District NrIc

Beginning Date:

NMI

II Ole VIA tAeA, main:n(1,d/
NOTIr ICATION P4OJECT LIUDZET APPROVAL

Endin7 Date:

Date Avroved-

-- .
ACCOUNT
CLASSIFI
CATION .

.
ITEM

,

-

a

..,

TITLE VI
FUNDS

.

A

'

"1

STATE
AIDS

.

A ,

.

1

LOCAL
FUNIIS

...

OTHER
FUNDS

.

.

...

TOTAL
_:

dr

.

..

AAA

.*

.

.

.

.

.

f

.

I

A I

.

.

.

A

.

s

.

.,

.
. .

.

. ...%

.
.

46

-

1

,

.

' a
TOTALS .

e

Antentbrients
Total origInally approved:
,Orge:

4 -I A Rented amount approve: :
-1

),
Signature:

415



KW) I REJ READING

Claim Process

4.

ta
A

om NA) E
/OE FC&M

rtivim).
vrn-u State and Local Elementary - Secondary Adjusted Maintenance Cent And Authorized

Tuition Rnto Per Punil'Unit in Perage Daily Mebershin

1)Total Maintenance Expense
(Line 700, Column 1 + Column 2 + Column 10)

2)Adjustment for Student Activitiesi
(Enter the smaller of 2a or 2b; ifNO 2b, enter 2a),

.2e)Student Activity RECEIPTS-- .

(Line 023,Colunn 1 + Column 2) $

2b)Student Activity DISBURSEIENTS--
(Line 680, Column 1 + Column 2) $

5)Receipts'for Cooperative Programs from Other Districts . . $

(Lines 071, 02, 075 6 076, Column 1 + Column 2)

/,)Receipts from Minnesota School District Reimbursement " . . . i.

. (Line 074, Column 1 + Column 2)
.

5)Recelpts from Sale of Materials and Supplies $

(Line 11/, ColuMn 1 + Column 2)

6)Receipts from Sale of Lunches . . ..
$

(Line 115; Column 1 + Column 2)

7)Receipts from Abatements (Maintenance Refunds) $

(Line 119, Column 1 + Column 2) '

e)spring Primary Salaries / $

(Line 518, Column 1) i

.

9)State, Local and Federal Total Adjusted Maintenance Cost .
$

(Line 1 above minus lim of Lines 2 through 8 above)

10)Federal General and Food Services Expenditures
, . . . . $

(Line 'COO, Column 5)
ll)State and Local Total Adjusted Maintenance Cost

- S

(Line 9 above minus Line 10 above) .
-

12)Total Resident and Nonresident Noll Units in A.D.M., Kg through Grade 12 . .

(P29 -6 S=ART, Sus of Abe, Bas and Cad) . .

13)STATE AND LOCAL ADJUSTED MAINTMANCE COST PER P.U. IN A.D /4

(Line 11 above divided by Line 12 above)

14)State, Local and Federal Other Authorized Expenditures (14a + 14b + 140) . . . $

14a)State, Local and Federal TrarisPortation Expenditures ; $

(Line 630, Col. 1 + 2 + 10) plus (Line 800, Col. 3)

minus (Line 80, Col. 3) minus (Line 119, Col. 3)

minus (Line 740, Col. 3)
14b)State, Local aril Federal CeAtil-CoutIay Expenditures lb' , $

(Line 740, Col. 1 + 2 + 10) plus (Line SOO, Col. 5)

minus (Line 80, Col. 5) minus (line 130, Co). 5)

14c)State, Looil and Federal Dot Service Expenditures .

(Line 750,. Cal. I' + 2 + 10) plus (Line, 800, Col. 7)

.minute (Line Dllt Col. 3) minus (Line 80, Col. 7) minus

(Line lao,,col. 7) and* minus (Item 66, p. 12, F29-2a)
15)FEUERAL Other Authorized Expenditures (15a + 15b + 15c) . $

15a1Mmieral Transportation Expenditures (Line COO, Col. 6) . .

.

15b)Federal Capital Outlay Expenditures (Line COO, Col. 7) . . S

150)Federk Debt Service Expenditures (Line COO, Col. 8) . . $

16)STATE AND LCCAL Other Authorized Expenditures
(Line 14 above sinus Line 15 above)

1?)STATE AND LOCAL OTHER AUTHOsIZED LIPENDITURES PER P.U. IN A D H $

(Line 16 above divided hy Line 12 above)
18)Total State and local Authorivl Tuition RIto Per P.U. in A.D.K. for 1973-74 $

-(1.1,0e_1.1 .02n 321.11.3-14%
4214 debt service is included in .csb4:Cd164Wio;;11Gd-CFO;

WM Unless otherwise indicate:4 Line numbers refer to Form 72972*,'

"Annual Financial Report for School Yearendisi/ Ain* 30,4974w.

FM IV-7t
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RtiQUIRED READING

Claim Proce4'

NI

'5
STATE OF MINNESOTA - DEPARTMENT OF EDUCATION

FISCAL SERVICES SECTION

a

F 24 48 18 74,

flEODEST FOB ADVANCE
'OR REIMBURSEMENT

TYPE. OF PAYMENT RECRAITE0
a 0 ADVANCE b FINAL

U REIMBURSEMENT 0 PARTIAL

1 FEDERAL PROGRAM 2 STATE PROJECT NO

t NAME OF GRANTEE ORGANIZATION

I-

C(3E67.1140 AND NAME

CMY STATE ZIP CODE

BASIS OF REPORT 5 Program Funds Approved

7 PERIOD COVERED (Month. Day. Vall

FROM TO

See reverse side for Instructions.

S COMPUTATION OF AMOUNT REOUESTED

a Total program outlays to
date as of

b LESS Non-Federal share of

prays% outlays

Net program out

d. Tool Nome,

Cash on trend !IRO OF OW.08

I. Estoneted run cash outlays

for advance flOn:14

e Federal oriel new

;Squatted

It WM/0y advance requoaments

(1) 10 month

(21 2nd month

13 3c1 month

,r

9 CERTIFICATION I oestIty that to the best of my knowledge and belief
Moos report ly true m all relICOCIS and that all chytouriamung have bolo mode

for thy Warpage' and oonchetons of the went
a

FOR DEPARTMENT OF EDUCATION USE ONLY_
-

NAME ALE IRAN
Aet4

VENDOR NUMBER TYPE
V

f
INVOICE NUMBER __ ORGANIZATION

SIGNATURE OF AUTHORIZED OFFICIAL
t

SEG. NO BUFF
St1 I.

I DEPT P 0 /FIELD OROER NO

OBJECT
715

SUS ACT

AMOUNT

TASK 1

OP INVOICE

.
NB TASK

TELEMONE

I

COST/court' q0DE '
I

FED REV

ARELECDOE NUMBER
,

E X 'Pm
t Nueby certify 41141 Om good 0, rel./..lals eaWrott Ay ttos dam, Pm.. hoer, ft
Mot led and CIPIVed Or 1AO r/toter, Novo MN. OW rOrmod ore In acco,dar,CO
"AMC spieintstlenT and gm ..., WOO*, tern, kind OntOunt and oustely, and

Bed
_

_

91011,11M AMININ Reg NO . DEPT ALITI4 1110NATtlal4

Fit /9,81

417



1) Federal Program enter source of funding e.g. ,ESEA I III 'VI
2) Number assigned by SEA
3) Check appropriate box
4) N/A
5) Enter total funds approved. !Program Funds Only)
6) Self explanatory
7) Enter month, day and year of beginning & ending dates for which report is prepared.
8) a. Total disbursements to date same as line(e) Financial Status report

b. Enter disbursements paid from sources other than grant. Lrne,lf0,iifaft-CI-4,11t4us.ReRi?rt.,.,...- Y" L-. r
C. Line a) minus line b) same as ire (g) Financial Status Reilifirt., s-t
d. Total cash received under this 41ant. ,; '
e. Line c) minus line d) when line c is greater than line d cash a0,ailable woad be'va negative figure.

Indicate by using parentheses,
f. Enter estimated cash requirements for advance period total of lipe h kittens 1;2-3. If this is a

reimbursement only grant do not enter this line.
g. Total hoes e & f.

.

;
h. Enter breakdown by month, amount entered on line f

9) Certification must be signed by Authorized official indicated on grant approve

Financial Status -Report must 'accompany this request. A separate report must 'be
program, Submit original and three copies to.

4innesota Department of Education
fiscal Services
Capitol Square Bldg.
550 Cedar St.
St. Paul, Minnesota 55101

Due Date: Request for Advance
Not less than Quarterly, within 15 days after the end of each Quarter.
Request for reimbursement
May be made monthly, quarterly, or annually wh isbursements are sufficient to warrant
a claim.

FM
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STATE Of MINNESOTA DEPARTMENT OF EDUCATION

FISCAL SERVICES SECTION

FINANCIAL STATUS REPORT
41

I. Protect Tide T 2 Stem Prolmt No, . ,

-..

3. name and Adam. of Gramm Orgenaatton , i
..

_

_...

3. Protect Funds Appr

.

F wet Report

0Tors 0No
5. Soucceof Funds. '...,,

Propel Period 011onth..12ep,, Year) .. t r
FROM TO ,

7. Report feroad (Month. DIV. Ytterl .
-.

FROM TO

& Suns of Funds PROGRAMS - FUNCTIO < . ACTIVITI
),- -.,,

71 21 f31 W MI
Total

5. Team ouneys pnmously resorted 1

Is Tell program outlays thu parted -

e. LEIS
Prgrth trRornettedtts

0 Net Program outlays thn Pend
.

Tow PrOgraro outlay to dm,.

f CESS Non Federal snipe of
program outlays _

.

g. Tsui Federal share of program
Outlays

k Teen unpud oblrgamons

. LESS Non-Federal share of
tonged Obbgapons a

...

I Fad.. ai ewe of ungtod obiginforts

k Total Federal share oPoutlays
and unpud oblkamons

t Tom Federal funds sarthonzed

rn Unotthgeted baling of Federal
htnds .----

9 Induect Expense a, Type of Rats Mott b01

0 Raltrcted 1:1 Unrestricted

ID Certifestan - I candy that to the best of my knowledge and bele( the report is correct and
complete and that all outlays and unpud obnpetrons are for the purpose en forth an the
grant award documents

.

Sas ravens ad*
for Instructions

.4

b Rate s Base bName Tule Telephone
o'

Ares Code Nu Ens

d Total Amount . Federal Share &stmt., of R.:thorned Crtfapal Dm Assam e Submitted

-----1
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INSTRUCTIONS:

One-copy of this report to accompany Request for Advance or Reimbursement. I
a 1) Enter project title

2) Enter State assigned number.
3) Enter total prolcct approval.
4) Check appropriate box,
5) Enter source of funding.
6) Enter month, day and year of beginning and ending period ,of Grant.
7) Enter month,.day and year of beginning and ending dates for which report is prepared.

PLEASE READ BEFORE COMPLETING ITEM 4. the purpose of vertical columns (1) through -(5) is to
provide financial data for 'each_Program, function, and activity, in a prOject budget as approvd by Grant or
Agency.

For Grants pertaining tb a single Grant Program which does not require a functional or activity
classification enter under Column (1) the title of the Program (e.g. ESEA I, ESEA III etc.) For progranis
which require a further breakdown by function or activity usecolumns (1) through (5) showing the
applicable Functions or Activities in separate columns.

I 3

ITEM 8 - Status of Funds
Line a: Enter the the total outlays reported on line 10(e) of the fast report. Show zero if this is
initial report. '
Line b) Enter the the total gross program outlays for this period. For reports prepared in a cash
basis, outlays are the sum of Actual Cash Disbursements for goods and services, the amount of
indirect expenses charged, the value of inkind contributions applied (if applicable).
Line c) Income earned it Interst, etc does not include refunds or abatements
Line d) - Total lines (b) and (c).
Line el -Total lines (d) and (a).
Line f) Enter the cumulative amount pertaining to Non-Federal Share of program outlays
included in line (e) (State, Local, or trikrnd contributions)
Line g) Enter the Federal Share of Program Outlays should be the difference between Imes e)
and f).
Line h) Enter total amount unpaid obligations, amounts owed for 'services performed by
employees, contractors and other payee's Purchase Orders issued for goods and other properties.
If this is final report line (h) should be ZERO. /
-Line i) Enter Non Federal Share of unpaid obligations.
Line j) Enter Federal Share of unpaid obligations - line (h) minus line (O.
Line k) Total Line (g) and (j)
Line I) Total Federal funds approved.
Line m) Linn) minus (k).

ITEM 9: Approved Rate x Base (total expenditures less capital outlays), total amount.

ITEM 10: Certification must be si ,gned.

REPORT DUE Quarterly Final Report due 90 days following close of Project Period. If all transactions
are not completed within 90 day period inchcafe in itme 5 when final report will be received.

FM IV-84
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a

A

4.

110

P24.4.111-24!

. STATE OF MINN1SOTA - DEPARTMENT OF EDUCATION
FISCAL SERVICES DIVISION

COMPLETION REPORT /

TO BE,C El DV 51Alt AGENCY

Co Coda Apol.cam cats**, at....

oaran toa,

1 Psoorari. Ion 2 SpiLud 3.0 SmataI grants
. chticken .11 WHroOve k... Alan

low .114o :o. wants and rural
West ESEA I', Pot B ' . schools -

Port C ,
SECTION

40 TIM* IH ESEA 5 OUR VI 6 Dotter funds
Pon 6 SPaaay
E.H.A.

411/111STATC prrci.u. Pio.

TOTAL ANNUAL EXPEVIITURFS FOR THE PROGRAM IchecArd above) 0 Pielimsnary 0 r Mal

ACCOUNT
NUMuEil ,

EXPENDITURE ACCOUNTS
AMOUNT. -,

APPROVED
EXPCNINTURES

PROGIVA1 FUNDS
E XPEN0I runes ,

OTH Fit i LAPS Iloc AI

as

t
Cc
.5

1. 100 Admuustiatton ', S $ S

2. 200
Instruct
Lion

a, Salaties.fur Instrucicn

b_ Staff Travel

c Inservice Education

d Text Books

a. Audiovisual Materials

f. School Library Books and aiother Library Eilpenws

9. Teaching supplies and all other r,ipengs for Instruction.

3. 300
).

Attendance Services
,. .

4. '400
-

Health Services 'z -. --
.

5. 500
.
Pup0 Tiansporitn Servicat . .

. .
r / ,

6. 600 Operation of Plant

- 7. 700 baintenance- of flint a

' -

8. 800
- .

FI *geearJ

9. 900
_

Food Services . -
I

10. 1000 Student Body Activities ' * .

11. 1100 Community Services
.

...

12
.

SUBTOTAL (Sum of lines 1 am 11/
..

4.

1200
Capi

13. UI
ut.

a. Construction (wo, buildirrif, and remodahng)
1210 and 1220.1, b. and.c \ -

Iristructibn-
LI. at Equip-

mcnt 1230C

(1) EcIticatio41Televaibn
(2) Audoxisuall
(3) All other Instructional Equipment

c. Alt non. uctionar Equipment 121110 except C

14. . SUBTOTAL Mum of lines 13a. 0.*;"adc,
.

. "
15. .. Stil1TOTAL DIRECT COSTS (Sum °Hines-12 4nd 14/

.

16. INDIRECT COSTS
- -

17 GRAND.

.
IOTAL

Lf7aadau71 ~WO,

. s
- S I $L__

ateurrael de, Iowa! Yore and.. Jaffe J6-
S

dfiburamavaaintel raliauldataiabbsatlana faiWlaaa
s

F14 I1V -86
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...

SECTION 2 . SUMMARY OF FEDERAL CASH FOR PROJECT

.

AMOUNTS .

1. Total Federal Funds Received
_ .

.I
2. Total Federal Funds Disbursed ..$

I federal Funds on Hand (line 1 minus !ir 2) 5

4. OutstancSno Obligations.
I 5

v

5. FecteralkFunds Received But Not Needed (Line 3 minus line 4) $
.44.

/

SECTION 3.

at Grantee Orgendider.
CERTIFICATION I certify that to the be., of my ione,y1.0.e and belief
Ode moon H um in all respects and that oil .54:14syneits been nsakt\
for the purposes and conditions of ta cants

Street No and Nam. None Title

Oiy Zip Code istrattal of Aiithorised Official

0..R.... Is Submit's,
v

a

\

TELEPRONE

Ate Code Etter:von

ti

.

INSTRUCTIONS: Prepare a separate 'Completion Report" for each prOgram approved. Checl
only one box to identify the program being reported. Submit original 4,nd one copy to Fists)
Serviceelectlen, State Department of EciucatiOn, 7th-Floor, CaPitot Square pulithri, St. Paul.
Mn. 5510).

,. .
DUE: 90 days following close of Project Period.

,
If all transactions are not complete within DO

day pertod indicate under type of report wheofrat report will be submitted. .

.
Section I: Arrmui ;apmsdoe 's budget breakdown as it appigcsftrithe approved project plus
addendums or amendmenti. - , .. .

fmenditure5 ire dishurssknSts bitis Coif unpaid ob hgajions. Total shoulA equal
(Item K Financial 'Status f erilrt)i "- : .
indirect costs Total Openclisursk lig capital outlay X apFrtfied rate. If no rate he/ approved Indiikt cohere not allowed.
txPenditures '(Other Funclij Disbursements Chaefseir to this Project other than
prgrara funds (Qneflinancal statuireport) . r,

Section 11: Itern,:l Total rafts refe r reporting program
Item 2 ,Aliotataiasti disbursed. Jost Igi bones& status repast)

' hem 4 . Upped Oigations .'Preirminary report should elite' line (j) Financial Status
report. FM*I report this item *ill be zero,

1

4

,

e

a

'a se

PM /V-87

425%.
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1.

E. VA 1..1.14 Tlai

NAME

... 4,4

T

DATE

Complete. this evaluation form based-on the exercise(s) you have listed -

.be1ow and return it with your-assignment for this section. An envelope ---\

is provided.

OBJECTIVE TITLE .

EXERCISE NUMBER(S)

EXERCISE PAGE NUMBERS)

4.

I. COURSE MATERIAL - Circle the

meat with each statement-.
0

responie indicating your level of igree-
...

1. The course material is well
organized And developed in
coherent sequence.

2. The length and scope of the
course material was adequate.

3. The course material clearly
conveyed abstract concepts
and theories.

4. Basically, the course material ,
provided me with learning and
learning .tools which were new
to me.

The style of writing was clear,
concise and interesting.

6. The course material provided
me with activities'which were
,practical :and not make work

actIvities.

Course material is
ely related to the

objectives.

ti

427

k 2 3 4

1 21 3 4 , 5

,f.

1 2 3 4 5

1 2 3 4
.

5

.

.

1 2 3 4,

1 2 3 4

our

. .

1 2 3 . 4 5

46.



What would you do to improve this course material'

Z.I. REQUIRED READINGS

1. Which reading infte lesson did you fitid most helpful? (Indicate

by, uhor and tale or by number of reading) How were -they.

helpful? (A-few words, such as "background,' or "understanding"

will be sufficient)1

2. List any of the readings that were not useful to you and tell

why they did not meet your needs (The title after'the appropriate

word will be sufficient):
- ,

Nothing new:'

Inaccurate:

Redundant:

Hard to Read:

Hard to Understand:

.

3.. Put a check in the proper space. iWould recommend:

A) more or other required readings

B) fewer or other required readings

C) no change in the required readings

428



4. Would you prefer an assigned text(e)?

A) Yes

B) N6
Av.- -1-

If,yara-, can you suggestany7/

III. .WRITTiN ASSIGNMENT - Circle the response indicating your level

agreement with each statement.

1. The assignment was clearly and

unambiguously stated. qi

2. The'length of time required to
complete the written assignment_

was reasonable

3. The written assignment really
gave me an opportunity to
show what I had learned.

4. The written assignment.wasnot
a makeWork activity, it was
something I presently do.

1 2 3 4 5'

2 3 4 5

1 ,2 4 5

I. 3 4 5

I

S. What would'you do to improve the written assignments for this

lesson?

NE,

, 6- Were other materials required, in addition to thosd provided, for

completion of the exercises? If yes, please list_them.

429



EVALUATION'

DATE

4-'tedgete-thitreve tiOn form based on the exercise(s) yoU have listed

below and return it with your assignment for this section: An envelopaj

is provided.

OBJECTIVE TITLE

EXERCISE NUMBER(S)

EXERCISE PAGE NUMBER(S)

I. sCOURSE MATERIAL - Circle the responie indicating yout level of agree-

ment with each statement.

1. The course material is'well
organized and developed in
coherent sequence.

2. The length and scope of the
course. material was adequate.

3. The course material clearly
conveyed abstract concepts
and theories.

4. Basically, the course material
provided me with learning and
learning tools which were new
to me.

5. The style of writing was clear,
concise and interesting.

6. The course material provided
me with activities which were
practical and not make work
activities.

7. the course material is
'closely relatgd to the
objectives.

430

I. 2 ,3 4 5

.

2 3 4 5`

I.. '2 3 4 5

1 2 3 4 5

1 2 3. 4 5

1 3 4 5

1 2 3 '4 5

0.



8. What would you do to improve this course material?

II. REQUIRED READINGS

1. Which reading in the lesson did you find most helpful? (Indictste

by author and title or by number of redling) How were they
helpful? (A few words, such as "background" or "understanding",
will be sufficient)

e

2. fist any of the readings that were not useful to'you and tell
why they did not meet your needs (The title after the appropriate
word will be sufficient):

Nothing new:

inaccurate:
4

Redundant:
-

/Hard to Read:

Hard to Understand:

3. Put a check in the proper space. I would recommend:

A) more or other required readings

B) fewer or other required readings

C) no Change in the required readings

431;
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4. Would you prefer an assigned text(a)?

A),tey

B) No

If yes, can you suggest any?

III. WRITTEN ASSIGNMENT - Circle the response indicating your level of

agreement with each statement.. * 6
Ne
00 if

4`o
.17

1. The assignment was clearly and
unambiguously stated.

AN.

2. The length of time required to
complete the written assignment
was reasonable

3.' The written assignment really
`gave.me an opportunity to
show what I had learned.

1
r., 4. The written assi went was not

a make work acti ty; it was 1

something I pres tly do.
.t

1 2 3 41

I

1 2 3 4

1 2 5

;,'
2 3 4 5

7
5, What would youleo improve the written assignments for this .

lesson?
)

6. Were Other materials required, in addition to those provided, for
completion of the exercises? If yesi.please list them.,

432
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PREFACE

1

PERSONNAL MANAGEMENT is one of three courses in the SpeCia
Education Administration Training Program. The training was
developed as part of a three=year project,' and this is the first,
appligation of its competency-based education model. The courser

materials are designed so that revisions can lie made according to
objectives and the instructional needs ofthe participant's.
Student, course author and pre/post test dtessments will conti1ute
to the evaluation and subsequent revision of this material. .

Zhe competency areas for the Oersonnel management course were
empirically derived from the,Job of the special'education adminis-

trator. Although additional competencies may be needed in a specific

position, the following areas were determine,' essential for your
performance on the'job:'

0
stafflieiations and Administration
Atcruitment and Selection of Staff .

. trunA Resource Planning
Staff Development
Evaluation of Staff and Administration.

Each of the above has been independently designedwo that the
persofinel management course can be tailored to meet your needs.

In addition, the competency areas contain the necessary materials

. for instruction, including course author materjal, written queitions,
evaluation, sample forms, anertequired readings.

:4,..1:,

'' Any 'questions you have or problets ibb encounter with tha'

--- instruction material should be 'discussed with the field consultant.
This will facilitate your learning and provide inpuOlor modifying

.
the instruction to better meet your a specia education.
administrator: ,

4135
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form of efficiency is the spOttaneous
people."

W640000TOW

`Only ii grAwth; reform a
is -t-rue ,sectir&ity tote fo

-

'd change, paradoxically enough,

Anne Morrow Lindbetgh

. . a: 4
The concein.of.personnelzmanagement is relatively, new; it

just bdeomidg ati entity of its own.in an integrated.-
organisational structure irt bustnessi industry and education:

ft Among the first effOrts.to study working conditiOns (Roethlesberger.
& Dick4' , 1939) werathaIN tborrne Ekperiments, 'undertaken in

c.Company in 1923,fto determine'the
t on Troductiyity.' The results were

they pointed to 'the fact that the problem pas
gical in.nattire. This conclusion led to a

..

he pla' s 4:tif Western Eli
illaffect of physical

inconctusjve, b
mu* sociotpsyc
striel of further experiments .in the 1930s. Prig/ to that areal,

littje densideratien witi&given to the human factor in employment.
Perhaps, it was the, labor shOrtages which'developed during World
,Wat,I in this country that revealed the magnitude of the'prohleis.
Al 6Onaequence of labor shortages, the government insisted. that
plpsotnel.departments be established 'in plants manufactOring wary v

.supplies, (Meggleoe, 1972). This requirement gave a considerable
, boost to the concep4 of the management of human resources. However,

it seems probable fhilt.theogreatest single ialuence on the employ-
mint fuActi4n stemmed from the establishment of the Committeeaen
ClassificatiOn If Personnel in the Army. The - committee operated

-* en the basic aSsumptide that manpower was not solely ,a function
Of nutherslItilailes of appropriate skills. Cohgequently, isrsowel
specificationehilted upon.an analysis and deffaition of dutioirand
respontibilitits as well as phyiicalo intellectual; educational and .

,____Ceisbnical,nquirements were pstabliahe "then testieg,NinteptitsUmg,
-7 -an rating tustems wtfel. set up for,prdper selectivn..(116ggison, 19/2)

t

.6.
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' In spite of the Great" Depression its the

'

1930's and-resUlting unemr

plbyment, labor mange great strides in humanizing th?role of the,worker

during this period. The moat-significant piece,Of gislOtionbrelated

SY
to this liberalization was the` National Labor Relat Act of 14.35

(Wagner Act).' The,ActLlegitithized,the -Concept of c ufVory collOtive
bargaining, thus greacreasing'the power of labor, and piioniam4

Again in the 940's, with the'advent of NOrld Warn, lahtr
r,

: ilhortages created a situation similar to thht7of World Wer.I where
"iincessions were made to theworker in return for services. .The

; 4 a Ogovetnment instituted wage stabilization measures to curb the inflation '

which, in.paFt, was due to the activities of many companies holding war
contracts:' Although4the war contracts were drawn up on cost plus'
basis, in, order As entice and hold their workers the companies made
many concessions in terms of fringe benefits. These warrinduced measures'

'did not only create inflation butset a pattern for postrwar labor/ `

management relations. Increasedbenefits in lieu of wage increases or

as an adjunct to them became abasicconsideration in_negotiations ,

from-this;point on, all/Cmployers found. that later attempts to "negotiate /

them out"met with firm resistance fr6m labor. t r.

Two ather,factors appeared to-haueohhackdonsiderable impact suport :

the evolut4on of humanizing employment. The first was' the emergence of
compUter technology which aided and accelerated the ac4uisition and

storage Of information. This tool enabOlarthe industrieljpen to fret
hiMself from the' mental drudgery ;glared to attain cetain ends -rai°

zogaathe,dieCoVety sources of'epergy:wilich, when fully
facility. denied hilsseredeceseor cffearlier'periods. The second factor

is expected to have considerable impact :on living standards.
\-

Modern personnel.nianagement has evolved as a ',result

e J. 0 ,
nine:',Inter7

.....

related developments:

rapid techpological change and a tactically-increased specialize-

tion of labor associated with theAdustriillevolution;.
the emergence ofree colleC:tiVe bargaining; ,-

.b
s the scientifir-management moveme4;.

early industrial psychology;
10iinmentai.personnel practices out, of the 'establishment

a Civil Service Commission;
-the emergence of personnel specialists' and various Otoupings of

these specialists into personnel departments_
.the human relations and industrial sociolo %Temente; .

.

the development of behavioral sciences and org ion theories; And

i" 411cial legislation over the past 'several years.(Franch, 1974, p.30)

, ( , .

All of these developments, had considerable iMpact upon.theevolution of
huganizing_employment

nbusiness;

ingustiy,,-government, and education.

lin
Hopefully, the Object es, that togs/ Will belp'you_to'become familiar - .,

with the Personnel fun tion, whiCh ii-an integral p4rt of jour Atponsi7,
bility as 'a special educationiadministrator, and;to be better equipped

to administer this facet of your:totai,assignment. ... ° '1, 1' "
I

4 r... 4 irt

z ,

-

I;
Ao
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For purpose's of organization, this:course of study has been divided
into units below with exercises.lound at the end of each unit. The
exercises are desiined-*to reinforce the assimilation of-the materialA.

I

,

containieihereig. In addition, there are critiques included which are
intended4O provide feedback to the luthora as to therapprobriateness .

of, and ,the effectiveness of material presented. Your frank, appraisal

of our eftorts on the evaluation forms is 'sincerely appreciated.
-

I. Stiff Relations, and Administration'
, A. AdMiniatrative Developm'ents

B. Staff Relatioa

II. Recruitment and Selection of
r4 A. Philo4ophical Overview

B.' Recruitment',
C. The Selection Process

,

III. Human Resource
Importance of Planning"

B. Overview

-. IV. Spkff Development -

Staff'

1/4V. Evaluation of Staff and Administrat \on

-b-
41.

4

ill;

11)

41.



,t

. '

tr

---- .

STAFF RELAlIONS AND . .

ADM.' N I SfRA:TION 4 5

1.

e

) S.

P

A

439

1

t



4

V
I

C 0 N T'E N T 5

..r

A. -ADMINISTRAtIVE DEVELOPMENTS ,
V

V

e 1. PFICNNEL ADKENESTRATION IN PUBLIC EDUCATION. . A 1

2. ROLE OF THE DIRECTOR OF SPECIAL" EDUCATION 5

4.

4

44F

B. STAFF -RELATICHS . .
,6

'*,

,l. . REGULAfIONS
. a. . -Overview ". -

e.
.6

,, ). Effects on Operation
7.

4:.
-.

,

2. aOMMUNIOTION e . 8

3e RECORDS. 8
a. security of Records . 9,

(1), Preemployment reoords, 10

(2) Employment personnel file ..!... , 10
(3) Employment- records 11 ----/

\
b. Attendence Records 11

.
c. Pdsition'Opentnge and Employment Requisitions. 12

REVIEW OF MATERIAL 13

WRITTENASSIGOENT. .' . ' * ** ******* . .. . . , . '. .13

REWIRED READINGS ?... t . . .
,..-

14

1. "Communications" . ,... 17

2. "Applied Science and the Role of Value Judgments". . 19
.,

3. "A Brief Pattern ior'DecIsion-Making ** ' * * . . .. :21

4. "Minnesota Statute 125.12" 0 . P 41 .23
'

5. ."Minnesota Statute 125.05", ** e 27
, .

4

REFERENCES. . . .

4
# R3T

.440
RE-

'



,

II'.

STAFIf RELATIONS AND

ADMINISTRATION

A. ADMINISTRATIVE IVELOPSNTS

1. PERSONNEL ADMINISTRATION' IN PUBLIC EDUCATWN

6

- -.--;,-

An applicant for a teaching position cable into the office

of a large city school system director of.personnel at inter.e ,

viewed for a position. When asked why he left his positibn
(which was outside the state), he replied that he was'efick and :'

tired of trying to get the local school board to aciiPt eke
fact that the teachers" organization in that district had a",.
right to sit down with the board and discuss salaries. The lase,.

straw was when'he, as spokestan of the organization; hard pre
4 seated tl.the chairman.oFthe board, in an open, meeting, a -

salary schedule developed by the teachers' group.ftWithouLeven.
Looking at it, the chairman tore it.up Enid, took a Roiled envelope b.

out of-his pocket. Oa the back of it he had jotted dawn some

figures. Reading from those. figmres, he then announced to every '7 '*-

one' what was to be the new salary schedule. :There and then the

teacher resigned in complete diigust. 'Ulm hadn't, he piobably i.
would have-been fired anyway 'for,havinA haethe audacity to make

--his proposal in first placer This sounds, like shisethtnu that ,,,
might have happened at the turn of the century, but it.happextect",:_
in 19631

, 44
.

. 1
--,,

k

.....

Educators have all read, beard *out, Or experien d'at ::

. ,
.... # .

one time the kinds of restrictions placed on teachers when -'i

signing their contracts. The situation is changing, teachers . .

today have considerable clout politically, and this is graving ,4

by leaps and bounds. This has, in turn, dictated a respeinsive.,w,

-ness on the part of boards of eduAetion to recognize rfghg:If
teachers .and other workers in the edticational field.. "' .'

.

With the growift recognition of the concept that educators (
are people and have rights, the need to seriously deal wl.tff personnel'

4
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management in education becomes more and %ore a necessity. For
example, a first grader saw his teacher shopping. ini,bsuper-,

'--\' market while on a shopping trip with his mother. He juststood
and stared at her. When his teacher asked him why fie was staring,
he said, "Gee, I never knew that yod were a pe onL"'Teachers

tare persons and demand services.

. While the administration in industry, business aEa other
, ,

branches of the government began to recognize the need and im-
plications of personnel management insthe early 1920's, such was

,not the case with the school systems: In fact, few school systems
in therUnited -States had'an adminiitrator or department designated
tp serve this putpope before the 195,0's. The first effort on the
'part o school personnel administrators to get together exchange
ideas, d, share comdon problems wa8 made'in 1940 when 16 heads
"of Boar of Examiners - forerunners of what are now generally re --
feared' to as -school personnel departments --metin a.hOtel room in

'Washrngton. b.C. to form an organization devoted to this objective.
(Sixteen were about all they had at-thaetimel) That., organization,
.which is presently known as the American Association of School
Personnel'Admiftistrators, has now some 900 ,members whose prime
responsikility is school personnel administration.

ScHool.personnel administrators function genrally in a
4 staff relationship in the administrative structure. In carry=

ing out their basic responsibilities, which involve the welfare
of students and personnel as well, they a equally conscious of
tair obligations to, the lay public. The basic principles of' .

ound personnel administration haveheen laid downtbY the American
Association for School Personnel Administrators. In a guide for
evaluatingoschool personnel systems, the Association *tated as .

follows: .

,BASIC PRINCIPLES OF SOUND, PERSONNEL

An organization'fbr-sdhool personnel administraA.
tion, whether it tends to centralize, the work in a
comprehensive department or to disperse it among
many operating units/should meet two important

-obligations. First, it slat be concerned with the
needs and-requirements of public education, far thb
welfare of stiudents in the basic consideration:-
Second, itmust be .ftneernedwith the creation and
maintenance of a climate of employment in which the
individualqteacher %can make his greate.st contribution
to children in school and in the process attain the
highest personal satldfaction.



a

f. Welfare of Students

In fulfilling the first obligation, the personnel
organization must be responsive to the public's right to.
have schools which are" capable Of proding for children
educational opportunities of-tbs-highest possible_
quality. 'Toward this end, certain principles offer
guidance for action that will help create the con- .

ditiqns listed belOw:
.010

(1) Clarification of Educational Objectives.

Personnel administrators should share with the entire
school staff and the school board in the dinamichir
development of-educational aims, seekingto,ful-,:*,
fill the unique function of:public education in
AmeriCan society. They,should strive to obtain
the service? of employees of the highest com-
petence who can help achieve these aims: (Per -
sonnel actions affect, and are_affected by school
grganizatioq, curriculum, and staff morale.

(2). Promotion of-Pupil-AchSevefent: Since one of
the major purposes'of each schootl syStem is to
increase the excellence' of the pupil's achieve-1
went, staff members of the highest ,order. are
needed. Personnel practices are tested in the
extent to which Duality instructional service
to pupils atlig/ levels of learning is Provided.

f

(3) Maintenance of High Standards,. in order' to
insurer instructional service of high quality,
personnel practices should reflect ampsistent
policy of selecting well-prepared &ealners'and
of encouraging the upgrading of serviceafter
employment.

. .

t4) Emphasis on Individual Merit. Above all other
considerations, merit, based upqn ability;.pro-

fessional preparation,`And demonstrated com---4,
petence,..should have priority in the procurement
and utilization of staff members.

ty

(5) Maintenance of Integrity. The integrity of
the personnel administration should be beyond
question. Such administrators should have a clear.
and undeviating purpose .to provide the best

possible opportunity for childien to learn. They,
regard' their position as 'a public trust, and their

objectivity and efficiency consistently should be
. such as to justify the confidence placed in thdb.

L
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(6) Adherence to Fairne&s and Impartiality. Policy
formation, and operatiorfal practice should provide
safeguards against unduelpiessures and personal
influence in the selection, placement; end treat-
ment of staff members. Thi principle of fair-

.-- ness. and impartial decision should consistently
prevail in personnel actions.

(7) Improvement of Personnel Services.'" Personnel
administration has an obligation for self-eval,u1a-
tion.and upgrading of its own total services to
staff members and for recommending revision of '

policies as changes in the educational enter-,,,

prise may require. These procedures help the school
system 'give a high quality of` service.

b. Welfare of Personnel

In fulftlling the second obligation--that of creak-
ing a climatg in which the indiv4dual staff member can
make his best contrihution--it ,is assentaal:to-recogniie,. _

personnel administration as an impartial and key service
in public education., The subordination of personnel
affairs-to othez: departnehts cannot result in the most

-ttesirable outcomes.

(1) -Integrity of Purpose. Integrity_sof purpose is

an obligation of both the personnel administrator
and the employee. Respect for personality_should
permeate all their relationships.

Cooperative Involvement in Development of
Personnel Poli In formulating and;implement-
ing personnel Alities and practices,Ehe coopera-
tive involvement of those concerned is imperative.

(3) Clarification of Obligations, Rivhts; and

Privileges. The democratic approach helps create

a clear mutual unVerstanding of the obligations,
rights-,' and privIleges of both the employee and the

employer. A

(4) Equality of Treatment. The pkinciple of fair.:

ness and eqUality of treatment should be-Aowed
in all personnel actions.

(5) Recognition of Excellence. Teachers , -the

school system, and children efit when excel-

lence of service is gnized by words of apprecia-
tion, leadership opportunities, and advancement'.

PM I-
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Sensitive/ articulate, an well-educated people
a::lrecognition Aor eir contributions and
ishments. The ve,, nature of public ed-

ucation makes sensitivity to this canoe n para
mount. In this way; teachers find helpful rage-
ment for creativity and self-expressipn within the -

framework of their profession.

(6) Provision for Leadership Opportunities.
Persohnel procedures should enable thosemembers
who have the potential, to take positions of
leadership in the school system,- t122gh orderly
plans for professional advancement prove-
tion

(7) Maintenance of Good Communications. Avenues
for clear and candid two-way.cotanunication in.all
periannel relationships are essential. The ,

continuous flop.% of-infoimation between staff and
administration contributes to better understand-
ing of the -total edudativial enterprite. The

administrator has the obligation to be available-
for consultation, in confidence, in privacy, and
in an'atmsphere of sympathetic understanding.

(6) Fostering of Quality of Service. Personnel
administrators strive to create, within the.area
Of their responsibility, a climate wherein the -

employee can work at maximum efficiency. Excel-
lence in performance ia.mo.re nearly possible when
generous economic. rewards, physical facilities,
and a favorable psychological climate are provided.
(Standards for school administration, 1972)

I

As stated in a'recent government publication, "The personnel
administrator must believe in the importance of good human relations,
possess the unique-skills associated with their development, and
then, as a generallqt, be ablelto describe his beliefs and plan the
necessary steps to attain the appropriate district-wide goals. (Staff

personnel adAnisxration,1963, p. 10). "
1

OF THE. DIRECTOR OF SPECIAr, EDUCATION

A recent development itschool adtinistrative systems is the
tendency on-the part of teachers and other educational workers to
negotiate for conditionsof professional aervice. This orientation
is backed up by legislation legitimizing the procedure and mandat
ing school districts to bargain In good faith. As a consequence,

4.45
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an increasing demand is made on the personnel departments to
become involved directly or indirectly in the negotiation pro-
cess. While a director of a special education program may not
necessaril sit on a negotiating team, demands will undoubtedly
be made onm to proOde backup service to the negotiating
groups. it is ncumbent upon the director that he becomes intimately'
familiar with all district policies, rules and regulations, as
well as the administrative procedutes. Further, he is expected
to understand,, thoroughly, the .conditions of the "master contract"
and to insure that the guidelines are consistently followed in the
administration of the program for which he is responsible. Among
these policies are those related to a formal grievance prOcedure
which can lead to arbitratioftr-More problematic for the director
is the increaaed'propensity on the part of employees to resort
to_ legal redress for evory real or imagined "wrong." thus, adding
to the concerns, "trials and tribulations" of the school adAin7
istrator. A good understanding of legalprocedures is suggested
as essential for handling some of these hummm management problems.
Better still,the availability of legal counsel is implied.
=Minnesota statutes governing school districts are not all inclu-
sive.' Certain laws controlling school districts in cities of the
first glass are different from those controlling other districts.

W. STAFF RELATIONS

1. -REFFLATIONS

a. OVERVIEW. The key regulations for the state of Minnesota
with regard to personnel occur, firstof ell, in the laws of the
state of Minnesota. =

Minnesota Statutes'125.12-125:17 govern the procedures

related to the layoff or dimissal of personnel. The latest

amendments 4125.12 provided by the legislature provide for

unrequestedleave of absence (temporary layoff), and a system

of recall based upon seniority. The amendment sharply distin-

guishes between probationary and continuing contract personnel.

',It provides that personnel which are not continuing contract

may be placed on an unpbquested leave. before all probationary

persons are placed on suAh 1,eave; thus, seniority is the sole

criteria for such lealie.
A

The procedures for dismissal are also outlined in M.S.

125.12/125.17. During the probationary period; the school board

may dismiss a person without a hearing. With the completion of



V

a probationary period in a school district, dismissal of a person
may occur only after sufficient notice. In this latter situation
an opportunity to'request a hearing must be given, and final
amgion by the school board must be taken prior to April 1. The
adhool board is required to.take action in all cases involving!
dismissals prior td April 1, in any given year. In the event.
that a hearing is requested by-a teacher, the school board shall,
ineffect, become the judge. The board hears the reasons for
dismissal, makes a finding of the facts, and then votes on dis-
missal. The hearing process is conducted as. an adversary relation-
ship. Both the teacher and the school board's representatives
should have legal counsel available as advocates on point of
issue.,Several cautionary measures are to'be taken before entering
a formal hearing, and a number of steps must be taken to document
proper supervision. Included in these are

A written notice of deficiencies,
Steps taken to help the person improve performance,
Further notice,
Finally, evidence of failure to perform.

Under Minnesota Statutes there are also causes for immediate
discharge. These are carefully reviewed in the attached statute,
Copy of Minnesota Statutes 125.12/125:17 as amended.

!gt

-This review of "regulations" is made simply to emphasize
that the process of selection, probation,, training, and sub-
sequent staff-development are of paramount importance since
Minnesota Statutes impose stringent requirements forAismissal.
The discussion following this describes some regulatory steps
which may be helpful in the staff development and evaluation
proce4s.

a. EFFECTS ON OPERATIONS. In the state of Minnesota, there are
three bodies that may create policies or regulations which directly
effect the operation of the school district. The first if the
legislature itself, the second is the local school distrit
through the board, and the third is the State Department of
Education.

The state department formulates a number of regulations which
have the force and effect of law. These regulations aply'both.
in the certification and program areas. One influences the
other; without a properly certificated person, programs may not
be carried out or funded. Program expectations of'teh influence

What will be required for certification, because the.requirer
ments for special education certification reflect program expec-
tations by the state department for-the next year.

PM 1-74 4 7



0

' Regulations change to reflect differing needs. Therefore, it
is important that persons regularly update their knowledge on
certification requirements. In aoing.so, one shotild take not of

other general changes in certification procedures. it

The Continuing Education Certification requirements recently
formulated by the legislature created a body which is outside the
conventional educational authorities. Because this. committee will ,

have an'limportant impact on recertification at the local district
level, it is important for school personnel to know local asvell
as state requirements.

t 2:- COMMUNICATION,,

sy.

Communication Ain any organizoion is not a very simple sub.7
ject. The relatively complex act of talking to.and understanding
human communication has been sloganized-and routinized to the point
that'nost persons take it for'granted. This is Where the difficulty
really begins; unless the persons involved are willing to face
problems that exist, there will probably exist-a communication 'gap
between them:

t -

Communication is a very vital skill. It demands the very
best flom each persons. Even with the best intentions,"training
and ability, communication can be distorted of made incomplete
due to personality clashes, work pressures or personal pinblems.
The required readings on page 25 illustrates this, and it also
reviews some of the critical elements of communication. -Each
of us is supervised by, as well as supervising, others. In

.reading the material, it is suggested that you lopk in both
directions and ask yourself.the following questions:-

How welt do I communicate ?,
How well do others communicate to me?

. .

1. RECORDS

Personnel recbtds on employees are the responsibility of,- =
and maintained by, the personnel department: Records can encom-

. pa's everything:frbm attendance to personal correspondence
(which can take the format of singe manual records and are up-
dated as transactions t e place) to sophisticated in-put
documehts that are ma ne read- and recorded. ..

41.110.eb
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Pa some districts, a combination of manual and machine'

records are' currently in use In Minnesota, plans axe being..
'made to provide statewide, systematic data on educational
functions. Ala implies due a-personnel-payroll function that
will eventually be computerized may soon come into operation. .

This last statement is in reference to some of the activities of 41,
the Minnesota Educational Computing Consortium (MECC). With
MECC, one'envisions being able to obteindinformation instantly,
either on a CRT (Cathode Ray-Tube) or by ,a teletype system
generating hard copy on'request. While this is still a vision of
the future for most school districts, it is very real for some.
,Regardless of the mode a district isoperating, it is necessary
to know something about the various forms of information pro-,
ceasing, since this maybe vital to the efficient operation of
the personnelpayroll function.

One usually visualizes mountain of paper when discussing
records. This perspective i clOsely related.to a-comment made
by Dr. Duane Mathias, 1973 D uty Commissioner of Eduction, when
referring to an assignment he hed'in Washington,.D.C. He said
that after a few days on the,job he was certain that he would!
expire under a, pile of papers, but after remaining on thetob
for sometime, exclaimed, "I'nowlhave concluded that I!ll pro-
bably end it all at _a meeting." Such are. the pitfalls_of the
professional educatOr.

The following material
recordkeeping function in
toward the empldyment end.
of records in the personnel
be deltvith by the special,

-reviews the components of a basic
school district Which is directed
Its purpose isAithe familiarization

department, since these _records will
education administrators.

SECURITY OF R&M'S. first component of the record-
keeping tunction is that the personnel department should have
prpper security to.safteberd records. of applicants and emplOy.eesS,
Security is important for emploYeee'files--this i especially
true if they are manually naintained, since- they maybe one of
a kind. This security should provide reasonable protection
against fire, theft, and other damage. Some_school-districts
maintain bads-up records as a precaution. While a \ack -up
system is relatively simple for machine maintained records, it
can be quite a chore for thoie recorded by hand. In addition,
the back-up system, vivid), is housed away from the department, is /

rirely current.

(

A record system should be accessible for quickly retrieving
files information and should conserve cleEiCal filing time. The .

old-fashioned file drawers are'not very practical if there, are

_many_enployees on-the payroll.--Mbatever-type -of files are-used,

PM I -9
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"do . .
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.11.
. .. ". . .

they should be kept locked when not in use; .,they off an contain' ..

infoimakion whichiughould not,te open to public Scrutiny. 'Closely
relatO to this* last, statement is tact that administratore.,
-are permitted to give out only cettainilaformation eh'empioyees.

14fally. Question the school attorney tafind out what inforr
mationscan be divulged.

5.

(i) Preemployment records.- As will be discuised in°:Objectiyes.

IT and V, facruitient and Evaluation, considerable material'
may be-generati4 on candidates screened for emploirment._ Thief.,

may include confidential information ii addition to''the
application, personal resume, educational records, and data
_supplied by the applicant. ,It is standard-proceeureand
praCtIcal to assemble all of this material in to for

efts% review by. the screening cOmmoi.tfee.

Schigel districts differ in policies-regarding the
re"tentiorof this inforMation when the applicant'is not .

eventgally employed. Phyal.cal limitations alone prohibit

storing,sUchainformation far any length of.tiime:iso, a
periodic destruction, time table of -ode through five years

is generally-followe4., In addition; radtiOee-varyaa to
whether such Wormation returned o the provider.

Become familiar wi hsprocedures followed in'adistrlict to
be well informed nn recruitint trips.

Very-few.schoiA districts maintain!preemPloyment.infor-

,...-.....',,, , ' ....,.-.. ..-. 1 , . ,iattituls.,,cip relit .x...eg91.48. spIts ,iseloy,x4rpist7FAtil.AY0,1, ....1.... ,. /-'. .-

card files to speed up the matching processibetwaen applicant
and position, but this is not-necessary in today's job
market withthe availability of candidates. :

fs
.. , . . ' - ',."* ,

,

The preemployment file ouch applicant should haveAr
cover sheet in order to record whateVer transactions take

place in prOdessing the file. This is important because-

it is not unusual to hat* th plicant request an account

of what his happened, and thklata is especially important
if` the applicant be.rejected: .

re.

(2) Employment personnelkilile, .In Minnesota, it is a law

that, when a certificated candidate becomes an employee, the

employee's file IS open folis inspection; therefore, an
confidential information should be d*stroyed oil returned

s originator. 'The dithric0 shouldhave a definite pro
dure set' up to accomplish this, sine the district, re -

queiN4information'in cimfidende, they are obligated to
.-taintain tfiat confidentiality. -

FPM I-10 ".
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The file becoMes a,rep6sitory for
ozvaction an, this employee --providing tha
rece!ves a copy. of any unent Placed 4n the

actiofiswith,
employee
ile. Nothing

shopld be'filed without ilhsuring *at the employee has
received an identical copy. , A 'fi4'

Employment personnel'files are maintained= lly.

Howevei., when an emplqyee Aeaves,.the district wish to
have the file microfilmed for storage:to save space. But

u0 to the gOnt of separation, microfilming is not practical.

Ai of 1974, there. is a similar statute,permitting class-
, ified employees to review their filearand it seems sensible
to extend that right to theCalso. It is strongly recom-.
mended that a routine regardihg maplOyees' requests to review
their filps'be followed. Fpr example; eneie should be
sufficient advance notice so that someone is available to
Accompany the 'employee during the review. There should be.-
% written record of the date of the review, which is signed
by both' persons and entered in thlifile; and there should be'
some understanding of Whose responlibility'it is for-costs;.
involved if the eraloyee asks for reproductions of any
material containediherein (which the employee has the right

OP
. to do). = .

(3) pTlOyment records. Baiioto any personnel function is
axemoYd of transactions taking place and affecting the

. pwloyee. This record ouI6 includp boareof'edutation = .

action',on the -particul mployee relative.to employment, .

seniority number, birth Ate; educational training,-cer, ,
. qlfication and any other pertinent Aata. ,Sli,ch a record

lads itself very well to-machine recording,-sinceamuch of'
that information is needed for payroll; and. this is a
machine operation in some district's now and,will be,itate-
widawhes MECC-becomes effective. 'In fact; the first MVO
application will undoubtedly .be'the perso nel-imiolk
function. If there is interest in learn g more about 'd
processing and,how it might be, adapted to Our needs, a good

4y ata

,o resource ( which can be located in the ,publio library) it ,by .

124rchenbach and fbaso, OrmanizinR forrafitg,'FiOa3s444 '. s,
*American Management Association Study 92, p68. The recording .'

of data on the employment record should be mAdekimmediately
after a board o.f education action takes plaCt in.ordkr that '

ilhe employment record teiains current ft a11 ,times. * ,

b. ATTENDANCE RECORDS.
peeping faction is that
is the vital record that

The.aecond nomposteu of the record-.r 'I
of keeping the attendence-rec is

has real implicatiphs iot-Akyro It



.

shows iimeeabsent, sick leave and' other leaVe used (with or

,

t"' Without. pay), and vacaelomearned.and used., No payroll check is
correct unless any deductions implied as a result of inforiation
ontbie current'. Again in machineappliCation fits
this taskve well.. Failure toglainetin this record cattresult
in employees ing overpaid (in nhich you will have to reayer the
money) ot the employees being underpaid (inyhich.you will have
to deal 4-ith.an unhappynmployed).

."

A beck-up for this file would contain actual documents used
when requesting leave.

c. POS.TTION OPENINGS AND EMPLOYMENT REQUISI4ONS1 A third
component of the irecortkeepidg function is that Of vening and

closing positions. These Involve coordination arising,fram-
requeets to fill vacancies, which axe created bye position opening,

and requeets to'remove an employee krom a closed-position. While

the.creating o position end the request to fill it will

generally precede need for other records, it Is discussed

asst'because these functidns are not normallyrpeisonbelfunctions.
Rathec,.they are *directives to the persondel.ifficer totake'

"appropriate action. However, the acttotikealtoecone part of

thepersonnel fileoised-to generate Information action by

boara of.eduCation. that' point, personnel is quite Involved.,

.
.

, A 't -Good overall.peraonnelpersonnel- payroll- budget maniegement demands an
.

,77,,acenFatesceounting of escltraniaction; thus) an effective.tocu-

:mt to ----

. should be garget with the responsibility for ptacing an employee'

on the payroll: This is the' personnel department.' No Commitments
.

can 'be made without such sanction ifthereie to.Se a development.,

of a routing systei for action which.subsiiibes to"this basic
prInciple. As organizations becoMe more complex, the control

") -system-invariably beComeit.migre structured, sothere may be a

need toitnose type of.fOrms.Mentioned,aboft. If MECC becomes

. a realief, eventually dome form of, control will'be required
. (if-it is. not in use already). , . . .

..

'Th& short diAcussiOnfon,recordkeeping touches on me of
-'the funciioes of records in the pqsonnel department. Become
'Amiliar with this function in-youk district. It is interest-
ing to trace °a document from point of origination tb.final notion.
You might discover some` new routi4 method which,wilI make for

, more efflOient,management in' your system. .

IP.
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.C4 REV:IE PFMATERIAL.

In the IntrOgiaction of, Objective I a philosophical de' op-
,

went of personnaminbgement was given. Along with for-
mation andthe, tidh given in Objective /," total picture
was drown on Staff Rela ions and Administration. This will aid
in the developmentAtand implementation of syitem of management

consistent Vieh the demands of a job. This includes'
routine office'manalament, task delegation td' appropriate staff,,
personnel supervisioApaLic relations and.-commink-eations With
staff, administrators and parents, and personnel recordkeePing. 1

With this there must alwayi be a reminder that tie sTstem must
tomplycwith statt, iocal-ked national regulations. I

e

.
c Objective I imis logically divided ilita two 'arts to

.

accomplish
'-the objective mentioned above. The first sectiOh;Admipistrative
Developments, covered-the administrative developmentsfor the,rale
_of the personnel administrator in public educ#tion'Aand-fot the
diretor of special education. The second fait, Section1,,

., .

specificsPecifi for the adiinistrator in:relation to his staff:
and staff relations. is included remlatIonad, communications,
and- retordkeepin-g. ''
,..

lh lot
All of the required readix?,gs have be 4Kprovided on the follow-

ing pages along with anieyaluatiOn for the o jective. There is
one reading, :however, which -has not been intl ded; but it is

pertinent to-theil*it. *It'isIthe Affethative ction and Equal

&It d@ltoe
irtgional office -, of the Equal.EmploymentOpportpnity Commisaion,

Washington, D.C. DOL110t fail to order etas; Ws free of charge.
qr

.

/'
WRITTEN ASSI(UENT

1. A person resigna after serving two yeariaa a
special education teacher in a city.oks the first

class and ithired as &special education teacher .

in:ansindepabdepeschool district. Hbufldhg will

that person serve in a probationary status beioie

becoming a continuing contract,teacher in Ildwnew

district?,Why? - (

2.. 'Does the length of the,probatiohary period vary from
- .

peraa-to person? If so, 'underiwhat circumstanges?

PM I-l3
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3. Distinguish between motivation am.a communication
tool and motivation as a her to communication. '

4. in communication'with an individutl,_ would am-
bivalence Of feelings by the communicator affect
the message ? If so, how?

5. Describe the difference betty management
and employee centered .communications.

centered

6. What are the problem areas of p ersonal communica-
tions that-will need an outside expert referral?

.

7. Trace the documents-JoT hiring, and Continued
employment for an individual em2loyed by yoir
program from point.:ofoTiginaqpn.to final action.
Report the,robiing and procesiing.for'each docuient
Involved. Determine if an'essential record or
procedure is missing and:rdentifit.

8.

.

Minnesota Statutes 125.12 defines causes for'immediat
.discharge. List them. .

9. Minnesota Statutes 125.12 defines the 'probationary
otriod for school districtslbutside cities of the
"first clkss. -What are the major differences be-
tween ciqe0 of the first/clais and other school.,

. distrieta7

REQUIRED READINGS
4

1. Calhoon, R. P. PersOnnel,management'add superVislOn.
Appleton-Century-Crofts, 1967. , e -

4, r - A

school

.
.

2. Sergiovannl; T.,-& Carver; F. The new l executive
-4-.1;d1ilinistraqonlm, New York: -Dodd, Mead & Co", 1973:

I. Sergiovanni, T., & Cirver, F.4he new school executive
of idpinistrakm. New York: Dodd,;Neitdi& co..s.L.1.?73,

f

4, Minnesota Statute .125.12, 073:
'

5. Certifiltate kandbook,,St. Paul; State DepeirtMeni Of Education,' 1973.

New

:A theory 41,
Jir

: AAhiory

18.
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;REQUIIIEDREADIN3

COMMUNICATIONS

':.*
4

Communication is the foundation of understanding, and it

has" its basicifunctions the giving and receivi i. of

imictions'and information. Operating in this way, communication
titutes the major medium through which superilsors act.

.

'Oftentimes, the best teChniques and media are of limited
"value unless accompanied by a knowledgeable communicator and
.receiver(i) oflOommunication.in personnel management. There-

fore, awareness of behavioral obstacles faced in communication
is jkcesaar.y, e.g., perception of communication, motivation,
attitudes and emotions, and interaction in communication.

.
--.44........--Distettingisaille-joutylkaseofeogimunteationik, By

listening, the supervisor attains a two-fold objective: gains
clues that will aid in the underitanding and the managing
of the:emplbyee; and demonstrates a willingness to consider
.the other person, thus inclining the latter in turn 'to some

interest in listening to him/her.

,
K 4 .

. -. ,

/ .
Communication for the purpose Of accompliaing management

,

objectives has four general purposes:

, .

..
. .

. expositioll or information; ,

..giving orders; - 44111

. investigation br questioning; and
,

. convincing or persuading. -
E

. . .

/ill -four or a- single or combination; of the tour may find their,

way into One interview; and, they all involve effective listening.

Calhoan, 1.P. Pe sonnet management and supeivialon. New York:

Appletoil-CenturyCrofts. 1967w (Summary)
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REQUIRED RENDING

2

APPLIED SCIENCE AND THE
ROLE OP VALUE JUDGMENTS*

I

a

a

School executives*, who comprise the largest single class of

public administrators, dci work in an environment characterized
by a great deal of tensiqn, requiring for success clear commit-

. :melt to'the public interest and an attitude of optimism for the

- future.

While many school executives are able to make explicit the
.valme system under which they work, others rely on implicit but
nevtheless potent evaluative criteria. The value systesk

frameworks according to the kind of educational purpose:Oland
wens- with which they-are associated may be used by school
executives, teachers, parents,istudent.iliterest groups, and

iqg value systems:

technical,.'technical, J
a.

politidal,
aesthetic, and
ethical. .. ,

.

. ,
.

_ ,

`In further exploration of the role of value judgments in

.

-'relation to school administration, administrators are.still
searching for explanations as to how student unrest and teacher*

=infancy came abclut. As a'result, conflicts in values first at

..: the societal level. and then at the School` level are- examined in

this reading.,

In summary, education is a human activity characterized iv
human goals held for human clients and pursued by arhuman ottani-

zation. The'humannedsrof education; however, makes it apubliC
activity subject to' pressures and opinions from a- number of sources.

Sergiovanni,- T., & Carvers F. The new school executive: a

theory of adiinistration. New York: Dodd, Mead & Co.1 1973.

(Summary) ,

.157
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,On the other hand, employee-centered communications
..fall into two categories: direet/vie and nondirective commu-
nication. The directive interview is controlled by the
interviewer, while the nondirectiVe is "Cther=perdon'centered,"
the emplOyee has more to do with. determining the course of
the.exchange. Listening on the part of the intervie0er is even
more important in nondirectivity than in directivity.--And,
what complicates th,,two types of interviews is_ the fact that
one may shift from one to the other during.the same session.

-In either case, in managing personnel, communication
is an important skill; for understanding it is the basis of

transmitting management objectives, and it is the means for
comprehending employee points of view.

wo,
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REQUIRED READING

3

A BRIEF.PATTERN FOR-
DEfISION -MAKING*

. 41

10

School executives need to develop an,evaluative screen so,

that they may sift and sort from science and intuition that
which is most consistent with the school as a human organization
and with school goals of intellectual,'social, and-emotional
self-actualization fot youngsters.

In order to examine the basis foran applied science of
educational administration, a value direction- is proposed--a
belief pattern for guiding educational decision-making which
shows the interdependent relationship between instrumental and
substantive "goals for schools.

Upon completion above- el. atuariori;-the 're.allitirttiOTtitter
with an examination of management assumptions. The influence
of a school executive's philosophy on his/her administrative
behavior cannot be overemphasized. Relationships between philos-
ophy and behavior are often attributed to the self-fulfilling
prophecy: this suggests that individuals respond to the expecta-
tions that others hold for their behavior.

*
Sergiovanni, T.6. Carver, F. The new executive: A .theory of

administration. New York: Dodd, Mead & Co., 1973. (Summary)
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REQUIRED READING

4

125.12 EMPLOYMENT; CONTRACTS, TERMINATION. Subdivision 1.
Teacher defined. A superintendent, principal, supervisor, and classroom teacher
and any other professional employee required to hold a certificate from the state
department khall be deemed to be a "teacher" within the meaning of this section.

Subd. 2. Hiring, dismissing. School boards shall hire or dismiss teachers at
duly called meetings. Where a husband and wife, brether and sister, or two
brothers or sisters, constitute a quorum, no contracteemploying a teacher shall
be made or authorized except upon the unanimous vote crf the lull horrid. No

- teacher related b blOod or marriage, within the fourth cleared, computed by
the civil law, to a board member shall be employed except by a unanimous vote
of the full board. The employment shall be by written contract, signed by the
teacher and by the chairman and clerk. Contracts for teaching or supervision of
teaching can be made only with qualified teachers. Such contract shall specify
the wages per year and the general assignment Of the teacher. No teacher shall
be required to reside within the _employing school district as a condition to
teaching employment or continued teaching employment.

*Subd. 3. Probationary period.. The first and second consecutive years of a teach.
er% first teaching experience in Minnesota in a single school district shall he deer ell
to be a probationary period of employment, 'anti .otter completion the?of, the pier
bationary period iri each school district in which he is thereafter employed shall be

--.......,--Ame.ynar- Ili- lAulip.;110,t614 4,c1.444431-wii.b ite-glagt-.4.14PLLeabiLe-Probatttatvary,.,rie....----
quirernents in a scho clislrict prior-to July 1, 1967, shall not Le required to ser,p
i new probationary p.2riod In the said district sub et-tient thereto. During the pro,
bationary period anv annuat contract with any teacher may or mayinot be renewed
as the school Loara snail serf tit; provided, however, that the school rioard shall give
any such teacher whose contract it declines to renew for the following School year
Written, notice to that effect before April 1. If the teacher request reasons for any
nonrenewal of a teaching- contract, the school hoard shall gi the teacher its
reason in writing, including a statement that appropriate sunervi n was furnished
deicribing the nature rind the extent of such sepeivleien furnisned the ...aciler um.
Log his employment oy the board, within ten day:, after receiving such request. The
school board may, after a hearing held upon clue notice, discharge a teacher during lo
the probationary period for cause, effective immediately, under section 123.14, Sub-.

&vision 4 section 123 33, subdivision 5.
Sublf74. Termination of contract after EroLationary period.- A teacner who

has completed his probationary-period in any school district, and who has not been
discharged or advised of a refusal to renew his contract pursuant to subdivision 3,
shall have a continuing,contract with such district. Therenfter, the teacher's con.

`tract shall remain in full twee and effect; except-as modified bax mutual coillerit of
the board and the teacher, Untirterminated by a majority roll call vote at the full
memtership of the board, upon one of the grounds specified in stihdivielocie..6 or
6a or 6b, or until the teacher is 'discharged pursuant to subdiyision S, or by the
written resignation of the teacher submitted prior to April 1; provided, however, that
if an agreement as to the terms anti conditions of Aployment for the succeeding
school year has not been adopted -pursuant to the pre%isioniii of sections 17)61
to 179.77 prior to March 1, the teacher's right of resignation shall be extended to
the 30th calendar day following the adoptmn of said contract in compliance with
section 179.70, subdivision 2. Such et ritten resignation by the teacher shall be
effective as of June 30 if submitted prier to thee date or, it submit ted thtreafter, .

PM ;-23
460

4

g x.



4

.
.

shall be effective August 15, and the teachers' right of resignation for the school
year then beginning shall cease 'on August 15. Before a teacher's contract is,
terminated by the board, the board shall notify the teacher in writing and state
its ground for the proposed termination in reasonable detail together with a state- .

ment 'that the teacher may make a written request for a hearing before the board - .

within 14 days aftetereceipt of such notification. Within 14 days after receipt of this
notification the teacher may make a written request for a nearing before the board

- and it shall be granted Lefoie final action is taken. If n`o hearing is requested
within such period, it shall be deemed acnuiescence by the teacher to the -board's
action. Such termination shall take ettect at tne close of ttk school year in vi .

the contract is terminated in the manner aforesaid. Such contract may et t-
nated at any tune by mutual consent of the 1)o:it'd .and the teacher and this .

section shall not affect the 'powers of a board to suspend, discharge, or demote a
teacher under and pursuant to other provisions of law.

Subd. 5. Retirement. Notwithstanding the foregol,pg provisions, a board may
provide by rule that its teachers shall be retired at age 65. , .

Subd. 6. Grounds for termination. A continuing contract may be terminated,
effective at the close of the school year, upon any of the folloseing grounds:

(a) Inefficiency; _I
(b) Neglect of duty, or persistent violation of school laws, rule , regulationi,

or directives;
(C) Conduct unbecoming a teacher which materially impairs his educational

effectiveness: ' )'` .

(d) Other good and sufficient grotmds rendering thp teachei unfit to "perform.
his duties.

A contract shall not be terminated uporeone of the grounds specified' in clauses
(a), (b), (c), or (d), unless the teacher shall have failed to cerreta the deficiency
alter being given written notice of the specific items of complaint and reasonable

- time within which to iernedy them. . A

All ei,aluations end fees generated eider' a school district relating to each intl
victual teacher shall be, available during regular school business hours to each
individual teacher upon his written request. The teacher shall havethe right to
reproduce any of the contents of -the fors at the teacher's expense and to submit
for inclusion in the file written information in r'espon'se to any material contained
therein; 'provided, however, a school district may destroy suet( tiles as provided by
law. .

Subd. Ga. Negotiated unrequested leave of absence. The school board and the
exclusive bargaining representative of the teachers may negotiate a plan providing
for unrequested lea ve of a bee nee. eeiteetet -PAX -.eta. eritegeteellefeee,...tet. ,..zet AVM. .. eee ..,e
teachers as may be neressai y because of discontinuance Of position, lack of pupils,
financial limitations, or merger of classes ceu ed by consolidation of districts. Feail t
frig to 'successfully negotiate such a plan by beginning date of a new master
contract, the provisions of subdivision Gb shal apply. The provisions of section
179.72 shall not apply for the purposes of this subdivision. ' _

- Subd 6b. Unreque.:ted leave of absence.. The school board may place on unre
quested leave of absence, without pay or fringe benefits, as many teachers as may
be necessary because of discontinuance of position, lack of eupils, financial:limita-
tions, or merger of -classes caused by consolidation of .districts. The, unrequested
leave shall be effective at the close of the school year. In placing teachers on un-
requested leave, ,the board shall be governed by the following proeiSions: fr

4 (a) The board may place probationary teachers on unrequested leave first in
the inveese order of their employment. No Acher who has acquired continuing
contract rights shall be placed pn.unrequested leave of absence while probationary
teachers are retained in positions. for which 'the teacher who his acquired eoeinu
ing contract tights is certified; . .

(b) Teachers who have acquired continuing contract rights shall be placed on
unrequested leave of absence in fields in which they are certified in the inverse order
In which they were employcerby the school district. In the case of merger of classes
caused by consolidation of districts or hi the case of equal seniority, the orderein

,which teachers who have acquired contmuingerontract rights shall be placed on un
requested leave of atesence in fields in wheelfiey are certified shall be negotiable:

(e) Notwithstanding clauses (a) andel)), if either the placing of a probationary
teacher on Ain requested, (rave before a. teacher who has acquired continuing reglits
or the placMg of a teacher who has aerpmed continuing getitract.rights on unre
quested leave before another teacher who has aerpiiied continuing contract rights
but who has greater. seniority would place the district In siolatinn of tie eferrrative
action progrem, the district may retain the probationary tegkrcr or the teacher...--....
with less seniority; , /

a
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(d) Teachers place on unrequested leavp of absence shall he reinstated to the
positions from which they hate 4,ev) giveirleaves of absence'or, if not available, to
Other available positions iv the ychool distitet in iekra in which they are certified.
Reinstatement shall be in the inverse order of lila-cement on leave of absence.
The order of reinstate-m.1d of teacliel s svho have equal 'seniority and Who are
placed on unrefluested haie in the seam school year shall be negotiabltc:

fel Teachers, other than probationary teachers, terminatititi mailer allimesota
Statutes 1971, Section Suhdivisiq 6, Claw (v),"in the 197.374 cahoot year
shall be reinstated to the positions from saillich they have, been terminated or, if not
available, to other available positions het the district in fields in which they
ate certified. lreinstatement shall be in the order of seniority. The orderof. rein-
statement of continuing unman hatchets who have eilual seniority and who are
terminated tinder Minn.-411ra Statutes. 1971, Sectian 125.12, .Subdivision. 6, Clause
(el in. the 191a. 74 sclayl year shall be 116,.otiableTliese teachersshall also lie'sul
jest to clauses (I (11 ); (h), Ill and (.10 of tlili; aubdivisiun.

(f) No appointment cif a new teacher shalt be marte while there is available. at
'unrequested- leave, a teacher who is prpperly certified to fill such vacancy; unless
the teacher fails to advise the school board within 30 (rays of the date of netifica

' tion that a position is available to hen'); that he may return to employment and that
if he will aasume:Ilie (tube's of the positionsto which appointed on a t uture tate deter.
. Mined by the bonid;

i(;), A teacher Flared on-unrequested leave Of-absence may engage in teaching
or any other oecuilaion during the period of the, lease;

) unioquested leave of atasenee shall not impa:e the continuing contract
rights of a ieachar or result in A loss of credit for pre\ lees ;etas of service;

ti) The um equested lease of absence of a terleaer -who is-not leinstaflatahall
continue for a period 04 two years, alter which the light td reinstatement shall
terminate;

(j)' -The same provisions applicable to terminations of probationary or dontinu
1ng contracts in subdivisions 3 and 4 shall apply to placement on unrequested lease

of absence;
110 Nothing in this subdivisihn shall be construed to impair the tights .of

teachers *iced en unrequested leave of absence to receive unemployment corn
.pensation irothetsvise eheable

Subd.'7. Suspension and leave of-ale;enee for health reasons. Affliction with
active tuberculosis or other communicable clgase, mental illness, drug ur ala:e5lie
addiction, or other serious) incapacity sh;r11 1:e grounds for temporary sihperalan
and leaviof .a.hsence thateachel'ia atafaerietaafrom etteir-Pia-abiliaya4;4ileas
kesichfrcoriscnts, such action be taken only upon ev:!enceNhat suspension .
required from a physician who has examined the teacher. The physician shill ho '
competent in.the field Involved and shall he selected by the teacher frorri,a list of
three provided by the school Op oaid, and the examination shall be at tneexpi es
of the school district. A copy of the reportttif the physician shall he tut-Wheel the'
teacher upon request. If the teaelkr fails td" sabmit to-The examination within the
prescribed time, the board may discharge MA, eildletivelemlediately: rn the event of
mental illness, if the teacher :ubmits to sVal an examination and.theevaitranira

40 physician's or psychtatrist's statement is unacceptable to the teacher or the /maid,
a panel of duce pli}sjciaps or psychiatrists shall be selected to examine the tearli-
er at the board's expense. The hoard and the teacher shall each select a member of
this panel, and these two friembeas shall select a Ihiremember.i'lle panel sliall -ea.
amine the teacher and submit a statement of its as !and-conclusions to the
board. Upon receipt and consideration ot the stateXtfrom ple panel -the'bo;i1,1
may suspend the teacher. Thebnard`shall notifyllha teacher la 'writing of such
suspensian and the reasons therefor. Dunn: the leave of abse.nee the teacher _.haft

.be paid sick leave benefits by the district up to the amount of his unused aecarA.
-''fated sick leave, and after It is exhausted, the district may in itecliscietinrf:pa

Mm additional benefits. The teacher shall he'reinstated to his position upon eel
dense from such a physician that he has made sufficient recovery and is ca*fabh
of resuming performance of his duties in,a proper manner. In the event that the
teacher does not qualify for reinstatement within twelve months after the date of
suspension, his continuing disability may be a grdund for discharge under subdivi
skin S. ,

Subd. 8. Immediate discharge. A school, board may discharge a continuing
contract teacher, effe&tve immediately, upon any of the following grounds:

(a) Imenoral conduct, insubordmation, or conviction of a 'doly;
(b) conduct nhecorning a_teacher which requires the immediate reinovIenf

the teacher from classroom or other dutic;a,

_

*
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(c) Failure withoto jtistigiable cause to teach without first securing the written
release of the gchool board; .

(d) Gross.inefliciency which the teacher has-failed to cermet after reasonable
written notice;

(b) WOLLtil nAret of-duty; or
(1) Continuing physical or mental disability subsequent to a twelve months

leave of absence and inability to qualify for reinstatement in accordance with kun;
division ?. -

Prior to discharging a teacher the board shall ncttify the teacher in Nuriti2g and
state its ground for the proposoil lime:hat-go in reasonable detail. Within Oil \days
after receipt of this notifie.ition_ the teaeliordinay make a written request for a
hearing before the board and ithatl be granted before final action is taken. The
beard may, however, mr,pend a teacher,with pay pending the conclusion of such
hearing- and determination of the issues raised therein after charges have been
flied which constitute ground for discharge.

Stibd. 9. ifearing--procedures. Any hearing held pursuant to haws 1967, Chap-
ter 890, shall be held upon appropriate and timely notice to the teacher, and shall
be private or public at the discretion of the teacher. At the hearing, the board and
the teacher may each be represented by counsel at.its or his own expense, and
such counselcounsel may examine and cm oss-examine witnesses and present arguments.
The board shall first present evifPce to se the grounds for termination or
discharge and then receive evidence presented by the teacher. Each party may then
P -
rvtnt rebuttal evidence llrsrni nl the teacher shall be based upon substantial

and competent evidence in the reco all witnesses shall be sworn upon oath ad-
nnisterol by the presiding officer o e-board. The clerk of the hoard shall rsitr
subpoenas for witnesses or the production of record:: pertinent to the grounds upon
the request of either the hoard or the teacher. The board shall employ a cowl re
porter to recortikthe proceedines at the hearing, and either party may 'obtain a
transcript theWit its own expense.

Subd. 10 Decicion. After the hearitn., the board shall Issue a written dechelon
and order. If the board orders termination of a continuing contract or discharge of
a teacher, its decision shall irW.Ole findings of fact based upon competent evidence
in the ecord and shall he sed. on 'the-teacher, accompanied by an order of tenni
nation or discharge, prior to Apr11,1 in the case of a contrtwet tcrrainatlon, or Ns-I
in ttork. days after conclusion of the hearing in the case of a discharge. If the de-
ctsion of tht board or of a reviewing court is favorable. to the teacher, "the pro -

dings shall be ciasnikstd and the decision entered in the board minutes, and all
refereives-44-k-- suel4 grovoodings t.4e..e..xcluclod_ef iota .149.1.gacher;s, redgril

Subd. 11. Judicial review, The pendency of judit.* proceedings shall not be
grouRd for postPenement of the en'ectivcate of the school board's order, but if

evrew eventuates iii reinstateineWof tfte.teacher, -the board shall pay 1114.
teacher all compensation -withheld as a result of the termination% or dismissal
order.

Subd. 13. Exception\ This section shall not apply to any district in a city of
the first class.

f1i41959 c"71 art 6 s 12; 1963 c 4.59. 31; 1967 c 890 a 1; 1969 c 781 s r; 1971 C 253
s I; 1i71 c 743 s I; 197.1c 128 a 1c19-;4 c 458 1.41

6

EiM 1-26

r.

" 4



. , .

REWIRED READING

v

.

a .

"V applicaRt holding *egret froth the College of Edu-
. cation of the University of, Minnesota, Ise Unisr-
,:sity of Minnesota, D,Ultith andiaMonis, a MinnesZta
state collesc or a private liberakarts college in Min

. nesota ...on tompletion oh? teackei education p
1- gram which shall include the mUnium-, programs

Preparation in tfie teaching fields prescribed in
tit Administrative Rules agd Regulations

li
er.(27 quarter) beiliAn. profevional

rcatio whic1-4 *least 4 semester (6 quarter)
hours must in .student teaching...The-college and

- be an accredited. tedenqr preparing institution and'
thust be approved forqeacher edurtion by the state.
hoard of education. ; .-- .

- (1) Su/h a eat may-also be issued toa
I pascal holding a aureate degree tiho has
subsequeatly completed a teacher education program. ' in a Minnes college, or university *eintroved for .

, teacher edu n by the state-board of education. If°
. 314 A prow- was completed '41 a gpllege or u4-

versity located outside of MinnesotaRhe college Wr
university must ke accredited by 'National Council
,for Accre,ditatiM of Teacher Education or the Min-

, .nesicta state board of educafion*Tne certificate may
, be issifd _u n.thelketomniencratinn of the_instltution

in 'which e approved teacher education, ph:grim.,
ivas completfti:-. . .

.

. e(7) This certificate shall qualify the holder
. 4 *

thereoUto teaclivin° any secondary school those sub-
jects cu. fields -in which he ,iia.sa alleg6 nyijnr, of ,-
where the' assigntneit is ftn `one-hafilttime' er less i

,during the school day, :those subjects or -fields in
whit* he has either I 'college major or minor. This
certificate also _qualifies older to teach In the

. 7th and ilth grades of any tary schook (Effte-
tivedate:Neptentper 1, 196) .4

'(3) An$' secondary` school teacher debt-
'..,catftpo.. teach after September 1, 1966 *ith'bninor

. - 4- : . .

bitTLATION
. 4

The authority to certify teachemisNested in the
state boaid in accordance oath Minnesota 'Statutes,
Section 125.05.

lOr

xt

trEAtliERS' CERTIFICATES
A. lisuance .

fiery Schobl
a. A teacher's certificate may issued to an-

K
. PM `. J
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I

preparation in science, mathematics, -English, soelal
sadies, modern foreign languages, non - vocational
agriculture, non-vocational home econoinics 'and in.:
dustrial arts shall withidiseven years alter initial,

'certificatictnticquire the minimum establishecrby the
state boa*, of educationlfor major 'preparation in
order tb continue to be certificated to teach in. tit*
subject area. ',leachers with a minor in health and/or
.physical education must dtithin seven years- after
September 1,1973, meet the above requirement. All
of the areas listed above are contained in EDU 291.

b. Such certificate mapilso, in die discretion of
the state board of education, be issued to 'any- holder
Of a degree from an institution of equivalent rank and
it#ing of any Other.state, which is a memberof -the
*tonal accrediting asso4iation or the National
Council for the Acoractitation of Teacher Education
on pletion of itg teacher education program and
incl . :. 1S 'semester (27 quatier) 'hours in profes-
sional education; or to kperson from another country
whose recbrIas been judged esseptialry equivalent.

41- C: A- v tiodaf certifica,te may be issued io an
applicant who meets 'the 'requirements as stated ix .
'the Minnesota StatePlan forVoCational Education.

e.
Mite; A certificate based on a Major area of con-

centration in aspecral field is also valid to .teach
such special field in the elementary grades. These
special fields, are: agriculture, home' economics 187'
dustrial arts, flue arts, music, physical education, and'
biisiness subjects.

- 1 .

' ;2. glementary School 6 .
40

,4

ti

4*.t
1 a. A Teaenef's Certificate may be issued to an

Idegree from the dollege-4 Edu-
cation .of the University minnesot4, Duluth and .
Morris, a Minnesota stale ge; or a priFate

4 arta,colleieon completiqii of an approjgrol course
elementary education:: The college miff be an ad-

,'`credited teacher preparing institution and Must be
approved forsleacher education by thir,statt board of
education. Such a .certificate shall be :raid to teach
in graded elementaryichools,,,

A(1) 'such a,,certifi f/itte may also issued to-
a person holding a b.accalaufeate degree who has ,

subsequently, completed a teacher education program
*in a Minnesota college or university approves for

j teacher education by the state board of education. 'U
Inch a pcogram was completed in 'a college or, 41-.

.5
5

_
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-.4 veraity located' on aide of Minnesota, the collo. or
university

..

must be accredited by the National Con-
cil for Pe -den of Teacher Educed= ar the
Minnesota state board of education: The certificate
may be issued upon the recommendation of the insti-
tution in which the approved teacher education pro-
gram was completed.

(2) Such certificate may also the.discre-
tioffof the ante bowl of education, Wiled to 11
holder of degree firm an institution di equiValen

standmg of any other state, which-is a mem-
. * 1f the segional accrediting association Or the-

National. Council for' the Accreditation of Teacher
EducatiOn, on the completion of its teacher educa-
tion. program, or to a person from another country
who record has been judged. essentially 'equivalent.

_._ i 1'3. idirprten.

,..
a. Xlie program of preparation for kindergarten
include thirty (3Gleaemester hours' of profes-

sional education. as a pirt of an approved prop*
o#-elementary school= teacher edueation, including a
course in 4... garten education, such as -Early

, "?`°'
.

, i - n. Not lees than one half of the
1 t teaching requirements shall be on the kinder-

' garten &Completion of this progr will qualify .
the teacher to. teach in -kindefgartett and grades one

, ..,
tlfreugis six in a six-year elementary school Or in'

. " kindergarten and grades one through eight In an,
eight-year elementarrechool.

it

'certified elementary feacheny who have pot
earned to teach in kindergarten but who wish to-do

so, shall take one course in kindergarten education,
such as Early aiildhood Education, either as apart
pis- or ,in excess of the requirements- for elementary
education. They must also have comparable student
.teaching expenetice as evaluated by an =app.
Wee* preparing institution..

11.

4. Genekal
certificates shall bear the date of issue

shall expire two years from July 1 nearest such
te. 1111 ;41

b. The legal fee; is len dollars. 'This 'fee
is nor refundable, Be sure that die proper al);
plication blank is filled out coiorectly togethet
with all %necessary endorsemeets off* that the
fee accompanies the application. The fee is payable
to the "Cominiselostet of P&P:gime. 41

_a. Reicit 1
1. may "lie reewed for Irperiod,

.front one to ve year(' upon evidence bt at least
year of sa actory teaching egierience within, the
five-year fmmediately preceding application
for rendwaL. Suds experience must be in the glade'
-or subjects for, which .tie ' certificate valid. .

9

4, .

411
t who has. not been employed for

of ve years or more, in the type teach-
ing :for which its certificate is valid, must present
official evidence of having earned 81 quarter hours of

-Nolleee credit in subjects relating to his teld of4.
-"teaching. These credits must have been earnedwithin ,

the five-year period immediately preceding applica-
tion! . °As,

`C. Issuanc?and Renewal ofContintiing.rertifitates
1

1. EDU 540-551 becOmes effective July 1, 1973.
:This regulation applies to the issuance and renewN k
of a continuing (5 year) certificate. It does not apply
to individuals holding a Life Certificate or a Voca-
tional Certificate.

"2. A continuing (5 year) certificate, valid for five'
years, shall be issued -to an_applicant who holds a
valid entrance "(2 year) certificate. A separate con=
tinning certificate must be obtained fer each educa-
tional function l'Nhich requires certification (e.g.,
elementary teaching, administratibn.)

3. A valicffontinuirie certificate marbe renewed
To a five year period when the applicaht meets, tkie

following requirements:

a. One year of successful teachhig or achhiii-
strative experience under a certificate valid Tor the
!Unction for which renewals requested.

b. Evidence Of having been granted
dyed warily rerievial units duripg the fiv
immedieteltspreceding the dateeon which
quested renewal is to be made- effective.('gtaiiiples
of experiences for whitli renewal milts, shay be
granted. are as follovis: -"

11) College course work `and related work.

/2) 'Attendance attProfessienal
(3) Paiticipation in inserVice m gs;

. (4) Direct involvement to research; plai,
spd implement innovative educational practices.

. senewil of a continuing, te may 1110-

4., Afrplicants whit do_ ualify for issuance' or

entrance cestificateif priers requirements for the

4
appropriate entrance certificate arebet. ,

. 5. A state coininittee,slillbe estabhibed to review
procedures and criteria for granting renewal
and decide appeals from decisions of local .com-
mittees and superin tentlents. ,

6. A local committee shall be established iri each
school district' to determine the number of renewal
units "o be granted for expericiaces an51-to.iiebeipon
reqilestsjor recommendation for .renewal of the con-
tinuing certificate by determining whether the eppli--,

Vent has met the requirements. 4,;
f

7: C.ppies of the 'complete *Ate ndkoetion:77
regulation are availeble upon wet from She

.9 0

1,
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TeachTeacher Certification Section. Questidne cpnierninger
inpledas or its implementation lhould' be di-

reesad,tat Ce6rdbrier of Continuing Education,
609 Capil!61. Square, St.-Paul 55101, Ph. 612-296.:
.4440.

ADlialtiltfRATOWS CERTIFICATES
(Elective Data September 1,1967)`

A. Superintendents

1. Every superintendent of schools and every as-
sistant superintendent of schools shall hold an appro-
priate certificate based, ultimately; on two yeari( of r
preggratio4'beyond the baccalaureate Iegree.

Standard Administrator's Certificate. Require-
ments:

a.' Preparation:, A Master's degree in gel --1
school, adminispation from a recognized ps.ose
school approves' for the preparation of school ad,
rninistrators, PLUS -a statement from an institution.
approved for the preparation of school administra-
'fors certifying that the applicant has completed all
but twenty-one (or less' quarter tours of credit
toward an approved program of preparatiorijn school
administration leading to a Specialist or Ifiuivaleat
degree with emphasis on preparation for the super-

-4 -

b. -Experience: Three yearsIMeaching orlen-

2.- Standard Administrator's Certificate (
tary and Secondary School Principals).{f

a. Preparation:

(1) A Master's degree in school administra-
tion from a rpognized graduate school applicable,
to the respective principalship, OR

(2) A statement pith an institution apt
proved for the preparation administrators certify-
mg that the applicant has completed all but twenty-
nine (or less) quarter hoUrs of credit towards an
approved program of preparation in school adminis-
tration leading to a Specialist or equivalent degree
with emphasieon prepimtionvfor the respective
principalship.

-2\ -
b. Experience: Three years of successful teach=

ing or supdvisoty experience on a certificate valid
for the position in which the experience was 'ob-
tained. For Elementary principals, this experience .

must be at the elementary level. Foe Secondary' prin-
lab, the =penance must be if the secondary level.

I

e.= 'rime Validity: The first certificate will be
valid for twp years. It may be renewed for one five;
year period after naive (12) -quarter hours of credit
have been earned, in work applicable- oh it proles-

_slug certificate.jefore:tho eighth
. administration is 'begun a -Professional Adinimstra-

tor's C.ertffidate must have been secured.
. eral supernsory experience on a certificate vali for 40

the position m Which theexperienee.was obtained. 3. ?rofesskaal Administmtor's to (Ele-

, c.-Ygie Validity: Tim first certificate will be
gvalid for Mo years. It may be renewed for one -five- -

'year period after twelve.(12) quarter hours of credit
have been earned toward Meeting Abe requirements
of a Professiona certificate. Betbre the, eighth year le
in schooridrniniatration has be a Professional

..Adininistratoi's-t e.ate must have been secured.
3. Professional irranistiator'a Certificate. Re-

:quyeraents:

-Pref-araticer The minimum a Specialist or
e quilalent degree in school administration ,earned
in a, recognized graduate school that tillers a proem.,
for the preparation of school adminittrators approved -

-by the State Board of Education.
*

b.-Experience: Three years of teachIng or -gent
-supervisory experience on a valid certificate- for 4.
position in which the expetieace Al' obtained,

0? the currenror. prior, holdulg of a Standard Ad-
minisrrsto'es cate indicating that such, reRuired
cxperiente has - attained

;

0

B. PrincipalsElementary. and Secondary School!

irtvery elementary and lioticiary school prin-
and every assistant elementary and secondary

principal shall hold an appropriste certificate -

`based, utimately, on two years- of preparation be-
create degree. .

I I

mentary and Secondary. School $ a 1). Re-
quirements:

a. ) 'reparation: he minimum ea Specialist or
equivalent degree in -school administration earned"
in a ifitogtized graduate school that offers a pro:
\gram for the preparation of school administrators
approved by the State Board of Education.

,
b. Experience: Three gears of successful teach-

ing
the positi on-gm ce

On_ etificate
yes ob-

ing or supervisory wte
tattled, or the *rent or p b lied of alitandard
Administrator's- Certificate indicating that. the re-
(inked exp,rience has been attained. For Elementary
principals, the experience must be at the elementary
level. kor Secondary principals, the experience must
be at the secondary level

SCHOOL -OMFNSTRAtORS
(Effective Date: July 1, 1974) -

- 1. 'This regulation is effective July 1, 1974; fdr
all applicants tor_Intrance certificates for school
administration.: ScWool. administrators include ta.,
persons who function as, Of who Me_slassified-as,
school superintencienttand assistentinlerintendents,
elementary school principals and assistant principals,.

. secondary school principsand assistant igncipalr.,



_

.N

I

Certificates shall be issued separately for each
of the following positions:
." a. superintendent of =Ala

b. elementary school principal
F.--iectin4ary school principal

3. All candidates. for c.sirfification shall have sat-
. isfactorily completed a prUgram in school adminis-

tration appropriate for the certificate requested which
is- approved by_ the Department of Education and

a. which results 'lila specialist or higher degree,
or

b.. which results in the colipletion of a program
consisting oka mintnum of 45 quarter credits, or the
equivalent, beyo,nd a Master's degree. -

r-

4. Evidence shall be, provides to the State De-
partment of Education by those responsible for the
training programs to show that competency -based
programs iubmitted fdr approval;have been devel-
opecrNiith appropriate participation from school
administrators, teachers, school board members,
and citizens. All applicants for administrative cc
tificatibn recommended. by those responsible fir
training programs _shall have cothpetencies in all of
the following areas: school administration, viper:;
vision, curriculum, and instruction.

5. All candeatei shall have completed three
years V successful teaching experience on a certil:

_gilte valid fbr the position in Which the experience
was obtained. For Elementary principals, the ex-
perience must be at the elementary level or Sec
ondary principals; the experience must at the
secondary' level. . 4

6. The 'Issuance of tf 'first confirm* certificate
is contingent upon: Ite

ay The candidite's possession of an issued valid
and appropriate administrative estrance certificate,
and 4-

-0. b. One' &if, of successful experience in the '
cartificoted aistrative, role duringlhe time _thAt
the applicant holds an appropriate administative
entrance certificate.

7. 'Persons hOlding. standard or provisional cer-
tificates for one pf the administrative roles, whose ,

first certificate for this ple was issued prior td SeP-
lenliper 1, 1967, may be issued a continuing admin.
istrativaicertificate upon the next renewal.

& ,

S. confinuhig certificate may bswenewed
cording to general regulations of the State -Beard of .

Education pertaining to continui education, ex-
cept,.-that the endorsement of a superintendent's cer- -

tide required- by Edu 547, shall be verified by
the cleric of -the local board of educatiojk on lrhalf

a

9. In order to provide means for persons holding
standard administrators' certificates to phase' into the
reqnirements of Edu 330, Sections 1 through 6, the
following provisions of Section 9 shall pertain until
July 1, 1979, at which time Section 9 shall beide:
leted from Edu 330' without further action of the
Board of Education.

a. Persons`holding standard certificates _for one
of the administiative roles'whose first certificate 'for
this role was issued after September 1, 1967, shall
complete the 'requirements pf Edu 330, Sections 1
through 6, by July 1, 1979, or oil the next date when
an applicant's certificate must be renewed if it falls
after July 1, 1979.

b. Any person whose standard certificate as 1'
school administrato after July 1, 1974, shall
meet requirements orflr330, Sections 1 through 6.

NOT e
I. It is the intent of the foregoing proVisions to discon-

tinue the issuance of a provisional, standard, and pro-
fessional certificates and to move to a Certification
system fos,school administrators Where candidates met
requirements for the position' before the entrance.cer-
tificate is granted.

2. Programs submitted for approval shall include all of
the following:
a. A statement of rationale which delineates 'the

develop
b.

role which-the program is designed

b. Statements specifying competencies to be dbvel; .
opettin the propgsed program

,c. A description of program components along with
statements which establish a relationship between
Program components and specified competencies

d. A pita for assessing, the individual candidate's de-.
velopmeat of ate-specified competencies.

.1 -./
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EVAUJATIal
44-
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.1 4t 4

Coipplete this,evaluation form based on the exercise(s) you have listed
below and return it-with your assipMent for this section. An envelope
is proiidad..

4OBJECTIVE TITLE

EXERCISE NUMBER(S)

EXERISE PAGE NUMBER(S)
.t.

1. COURSE MATERIAL - Circle the responds* indiating your level of agree4-
mint with each statement.

. . ,

. ,
TM course matetial'is well .,

organized and devel2ped in -,

coherent sequence.

.2., The length and, scoyeN the

.. _ . .

. ,

. course material was adequate.
: -

_

.

3. The course material clearly?'-
OnveYect-abstTaet conceptg.

.,... and theor/es.' . ,t
- , -

4.. Bas,l
Ielly, the course material

. pro .did:me with -learning and
learning to:4s which were new ,

.!, to me.

5. Thc style of writ g was, clear',
; cyncise and interesting.

.
6-.. The -courae..material provided

, me with 'activities 'w=hich were

practical.and.not make work
activities.

1, )

7. The:course-material is
closely related to the;

,objectives. 1

1

_
.

.

L

.

1

.

,..

-.

.
2

i
-

.

.

.,

2

.

,

..,}213

,

r 3-
.

- .

,
--.

. 3 .

.

.

.

4

-
-

.

,

's 4

.

. .

4.

. ,
5

.

5

S

,5

.

5
... ,

4. .

.%'



8. What wbuldyou do to improve this course.materiai

0

. . .

N II.-.REQUIRED BEARINGS ,

-)
.

1. Which reading in the lesson did you find most helpful? (Indicate

by'au0or and title or by number, of'reading) :ItoW7-Were they .

helpful? (A few words, -such as "background" or "underetapting"

will be sufficient)

r
Mar

4

ti

2. List, any of the readinwthat,were -not useful 6)44 and tell
why he did'notmeet your need (The title-after the appropriate
word will be sufficient) i

lothing new:

Inaccurate:

Redundant:

Hard `to

Hard to Understanal

". Put ,a _check in the proper capace. I would recommend:

.."*

-1C

Omore or other required readings

B) fewer or other r uire4 readiitgi

. .
C) no change the required reacting',



4. Would you pfefer an assigned text(s)?

A) Yes

B) NO

. al)

If yea, can you suggest any?

-
III. WRITTEN ASSIGNMENT - Circle the response indicatin your level _o

agreement with each statement.

pc04,4.

o

1. The asThnment was ,clearly and
unambiguously .stated.

2. The length of time requitedfo
complete the written assignment

was -reasonable

3. The writ ten assignment really

gave. me opportunity to

show what I had -learned.

4. Thewritten assignment was not
a make work activity, it was
something I presently 'do. .' .

, .
l',Z. 2 3 4 , 5

3 4 5
...

, 2 3 4

1., 2 '3 . 4t. .. , . ...

0' .

A

What would you do to improve the written assignments fot this

lesson'? 0/ . 1 ' / h
T

)

11

II . ... .
. . r). . f .. 11.

6., ',Were other,materials required, ,in tddit.ibn to those provided, for
completion. of the exeriiies? If.-yes,.please List them.- .

4

A

171
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PERSONNAL MANAGEMENT is -one of three courses in the Special

Education Administration Training, Program. The 'training was

developed as part of a three-year prOject, and this is the first

application of its competency-based education model. The course

materials are designed so that revisions can be made according to

objectives and the instructional needs of the participants.

Student, course author and pre/post test "assessments will contibdte

to tire evaluation and subsequent revision of this material.

The competency areas for the personnel management course were
empirically derived from the job of the special education adminis-

trator.. Although additional competencies may be needed in-a spec fic

position, the' follawing areas were determined edsential for your

performance on the job:

Staff Relations and'Administration
.

-Recrvitment and Selection of4. Staff g i

'Hunan Resource Planning

Staff Development
.

Evaluation of Stqff and Administration .

'

.

EaCh of the above has been independently designed so thatthe

'personnel management course can-be tail. .. to meet-your needs.

0 In addition, the competency-Cress co ,L necessary Materials

Aor instructio0, including ccrualklau ;- ial, written questions,

evaluation, sabiRlelorinsitand reliikir-. ,--Ib Set
1,

- Aroi quest tOns 'y6ti- hits",or.pioliiiin 4 -us Isj-%-'at , tee' with the '.
\

1

. Instruction material should1Mbe di- ss,eol with e ,.eld consultant.

This will facilitate your 1, 4424 provi input for modifying

the instruction to bettgr, m 'needs.as a-Ipecial edetaiion

administrator*
.
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INTRODUCTION

"The highest and best form of efficiency is the spontaneoug
cooperation of a free people."

Woodrow Wilson

"Only in growth, reform and dhange, paradoxically enough,
is true security to be found."

Arine Morrow4indbergh

404
The.concept of personnel management is relatively new; it is

just recently 'becoming an entity of its own.inJOintegrated
organizational structure--in business, industry and edUbation.,
Among th?first efforts to study working condttions.(Roethlesberger
& Dicksdh, 1939) were the "Hawthorne Experiments," undertaken in

the plants of Western Electric Company in 1923, to determine the
effect of,physical environment on productivity.' The results were
inconclusive, but they pointed-to the fact that the problem was
More soclo-psycholigical in nature. This contlusion led to a
'series of further experiments in the 1930s. Prior to ihkt'time,
little consideration was given to the htiman factor in,employment:

:Perhaps; it was the labor shortages which developed during World ,
Wahfin this country- that revealed the .gfa.gnitude Of phi Oroblems.

-AArra consequence of labor shortages, the government insisted that
personnel departmentsibe established in paants manufacturing war
supplies. (Meggison, 1972) This requirement gave a considerable
boost to the concept of the management of human resources. However,

it seems probable that the greatest single influence on the employ-
'ment function stemmed from the establishment of the Committee on
Classification of Personiftl in the Army. The committee operated.
on the basic assumption that manpower was not 'solely a function
of numbers but also_of appropriate skills. Consequentlypersonnel
specifications, based upon an analysis and definition of dutlm and
responsibilities as well as physical, intellectual, educational and
technical requirements were established then testing, interviewing,
and rating.sustemt were set up for props ielection.. (Meggison; 1972)

1
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In spite of the!Great Depression id th 1130's and resulting unem-

jployment, labor made.great.strides in human zing the,rofe of fhe worker or

o t s' Ahisliberalization was the National Labor:Relationct of 1935".
rug this period. The most significant pi ce off, legislation related

. (Wagner Act), The Act legitimized the concept of compulsory collec.tive
bargaining, thus greitly increasing the power\orlabor,and ynionism. '

. .

Again in'fhe 1940's, with the advent of World War II, labor

. shortages created a situation similar to*thlat of World War I share
concessions were made to the worker in return for services. The

government instituted wage stabilization measures to curb the inflation-
.which, in part, was due to the activities of many Companies holding
contracts% Although thewar contracts were drawn up on cost plus
basis, in order to entice and hold,their,workers.the companies made .

'many concessions in terms of fringe benefits._ Thide War-induced irmeasures
did not only create.inflation but set a pattern for post-war labor
management' relations. Increased-benefits,in rieuof wage increases or
as an adjunct to them became a basic consideration in%negotiations '

from this point on, and employers found that-laterstiempts to "negotiate
them out" met with firm resistance from labor. .

.. ..

. . ,

novo other factors appeared to have had considerable impact) uphn
the evolution of humanizing employment. _ The first was, the emergence 9f

computer" technology whiCh aided and accelerated the acquisition and

storage of informatign. This tool enabled-theindustrial man to free.

/ himself from the mental drudgelikii required to attain ,certain encis,-A

... facility denied his predecessor of earlier periods. The second-factor

Was the .discovery of new sources of energy which, when fully, utilized,

is exPediedito have considerable impact an living standards.
.

.

....-

.
Modern personnel management has -evolved as a result of nine inter-

.

releted developments:"

, -,_

- rapid technolftical change and a drastically increased sped:4112i- ..
.....,.

' tion of laborassociated witl the Industrial Revolution;- .

the emergence of free c ective bargaihingf '. A. .'-

the scientific management movement;' I- ,!-'' ''
early industrial psychology;

? '
I

1.

-', governmeital persann4 practices gtowing-out of the-establishment,
',....,

of a Clip Service Commission; ' ft
,

.

the emergence of personnel specialists and various groupings of
. .

.these specialists into personnel ddpartments;
the human relatiand and industrial sociOlogymovemeni ;
the development of behavioral sciences and organizati n theories; and

. #11k sociN legisletion,over the past several years.(Prenc , 1974, p.30 '

, -

All of these developmenti had considerable impact upon theevolugton of

.Humanizing employment in business; 4ndustryi government, and education.
HOpeftiily, the Ajectived thatjoliow will help yoU to become familiar
with, the personnel function, which is an integral part Of your responsi-
bility as a special education administrator; and to be better equipped*

to adrinisee4r this facet of your total assignment. .
.

t

. .
. r
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For purposes, of organization, this course of study has been divided
into units below with exercises found at the end of each unit. The
exercises are designed tb reinforce the aseitilation of the material
contained-therein. In addition, there arvcritiquesincluded which ate
intended to provide feedback to the authoti ap to the .appropriateness
of, and the effectiveness of material presented. Your frank appraisal
of. our efforts- on the evaluation forms is sincerely appreciated.

['4 I. Staff Relations and AdminiStration
A. Administrative DevelopOnts

&
B. Staff Relations

11. Recruitment and' Selection of.Stiff
Overview.

Br..jecrultment
Thibpelettion Protess e"

-III. Rumen Resource'
A. Importance of,Planning
B. . Overview a

/V. Staff Development

V. Evaluation of Staff and Administration

t.

r

S
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C-01811ENTS

A. PHILOSOPHICAL OVERVIEW

110

11ECRUiTMENT A i 4

1. OP
1. OVERVIEW

i 4
a. Preparation for a Recillitment Program 4

(1) Age ,

4
(2)' sew C 4
(3) *Marital status ' 5
(4) Training . s . . 5
(5) Teachinp-expetrience 5

(6) Localism 5

(7) Special talents 5

b. Job Analysis 5
(1) Job description. .., 5(2)' Job specifications 6

c. Generation of Position Desdriptions ,..7

d. Ratios in Staffing 7

_ , W
2.1, THE RECRUITMENT PROGRAM 8

a. Planning 8
b. The Interview a 9
C.' Recruiting Minorities . A . '. 11

THE SELECTION PROCESS 6 A . . 11

1. ASSEMBLING THE APPLICANT'S FILE 11

2.. FORMAL EMPLOYMENT INTERVIEW *I 12

3. PHYSICAL EXAMINATION . . 14

4. COMPLIANCE AND AFFIRMATIVE ACTION 15

5. CERTIFICATION REQUIREMENTS 15

6. RECRUITMENT AND SELECTION OF CLASSIFIED STAFF. . 15.

REVIEW OF MATERIAL 16

I

ot



4

WRITTEN ASSIGNMENT

REQUIRED READING
I. 1

1. "Selection of Personnel"

4
"Recruitment: Some Unanswered Questioris". , 4
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RECRUI:TMEUT

SELECTIUN S'TAFF'

It takes a very unusual mind to undertake the analysis
of the obvious.

A. N. Whitehead

It is always wise to stop wishing for things long
enough to enjoy the fragrance of those now flowering.

Patricia Clafford

yersonnel work concerns people engaged in any hand of gain-
ful endeavor. Probably the most important aspect of the subject
is locating and employing those who perform the personnel
function.

The purpose of this-objective is the familiarization of the
recruitment and selection functions. AsJa specialist, you-may
sometimes be asked to participate in the process A screening and

4
I selecting candidates. While ir is the responsibility of your
C personnel officer oY.depaTtment to carry!our this task, it is
not uncommon that your Assistance as a specialist in the field may

be solicited. You may/Se called upori to write job descriptions of.
r.positions in your departments to take recrutting tripi, and to'

si an-screening committees. Any of these exercises involve '

is

k owledge of the ,Personnel function; therefore, a rather detailed
cription of'this phase of personnel administration has been

. .

undertaken.

, s

As an erieouragementin studying this- Objective, you should
note some,basic rules of ardfr. Although these have been de-
signed fo4 in4ustry, thy well apply in our everyday endeavors:'
Known ao Murphy's -Law (but no,one.seems to know who Murphy was),

they are stated as follmws: -

PM II-1
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, In any field of scientific endeavor, anything that
can possibly go wrong, will go wrong.

Left to themselves, things- always go from bad to
worse.

If there is a possibilitv 'of several things going
wrong, the one that will go wrong is the one =

do the most damaire. f
tigt.%..1i.tags-sides with the hidden flaw.

, No matter what goes wrong, there is always someone
who knew is would,'
I% If everything seems to be going well, you have
obviously overlooked something.

, _It is a proven fact that if the prototype works
perfectly, production units are bound to fail.

With thid set of rules as a guide, you will tip prepared for any
'eventuality.

rv.

A. PHILOSOPHICAL OVERVIEW

The selection of the staff is recognized as one of the most
important fUnctions of the administrator, because the qu'ality
of the staff is the controlling variable of .;the entire program,
(U.S. Department of Health, Educatipon, and Welfare, 1971). The

general procedure for staff selection (other than-that of the
personnel department) varies from school district to school dis-
trict, but the selection of personnel for specialized programs

is fairly standardized. It is usually regarded as,the joint

re4onsibility of the personnel department and the adminiatra-:
,tor of the specialiZed departments, and they exercise consider-._

able influence on the ultimate recruitment and selection pro-
.cedures. In view of this accepted practice, it appears reason-
able that an in-depth review of standard recruiting and selection

'procedures and practices be presented for a better acquaintance
-with your rble in this whole process.

.* .

Manpower assessments mugt be carefully made before a re-
, %

re-

cruitment program is implemented. McFarland (1968) suggests
that the following questions be asked primr to recruiting:

Should the company hire only for present vacancies,
or should it hire potential talent for long-run needs?

How strongly should the company try ,to weed out'

"deadyood" irCiis organization? What should be done

abqut obsolescent employees?
Does the company benefit most from tight or loose

screening of applicants?

PM 11-2
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Does the company want to hire- only the,best
applicants for each need, or can .less rigorous stan-
dards-be set without running undue risks?

What special problems exist with respect to the
work force? POT example, what should be the bllance
between male and femal employees? And, should the.to
company be an avail opportunity employer?:

To what extent Can the company combat scarcities
-in the supply of certain types of labor? Can training
mare up for deficiencies in the available work force.

'4,, What shoUld be the policy toward the manpower
policies` of other companies. Will the Pirating,of labor
be tolerated? _

.' HoW shall the company relate itself to public and
community policy ,issues?. Should it merely follow the
letter of the law, or the intent? .

Will, the company attempt to set up conditions of
stability end security for its employees, or would it
prefer to tolerate relatively high employee turnover? .,How can the company make the best use of the abilities
available' in its present work fords? Is hiring fres within
preferable to outside sources?

WhSt quantities of the various kinds of employees
are needed in the short run, and in the long run? (pp.232-233)
While these considerations are directed toward manpower

policies in industry,' their implication, for egucational

institutlions is obvious.; Objective III deals in depth with
manpower, development. It has been mentioned here to preface
further discussion- on the requirements of an effective on-
going recruitment program -4or meeting the educational needs of
our society. A U.S. pepartment of Health, ,Education and Welfare
`(1963) publication states that

Staff recruitment, in its narrowest-sense, refers
only to the process of obtaining, additional staff membezi
necessary to meet the requirements imposed by loss and
growth of staff.' In its broadest sense, it includes the
future'needs both loCally and nationally, the development -%

of satisfactory rellationehips with the teacher education
institutions, the- establishment of qualifications for
employment, 4nterviws, observations, examinations, and
the maintenance of voluminous recordsand correspondences.
rinally,'..there is the matter of appointment to the district,
plarient to a bUilding 'or. division and assignment
within tile building to a, specific group of pupils or
duties. (p. 13) =

Recruitment, then, Must concern itself with long-range plans,
turnover reduction* integration,,in its-broadest sense, maturity
of staff-and parochialism, to mention l few concerns.

-$
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'Today, theiFecruitment function is concerned more with
quality thkh quantity of certificated personnel. The problem
facing the recruiter is not one of locating qualified candidates,

' but rather 'selecting from' among the'manyavailable--the moat
qualified. TWis perspeltive appears to alter' many of the
accepted common recruitment' practices. This reierence of the
recruitment function is viewed from the perspective that, even
though thellob Market is not overcrowded, an active-I-recruit-

ment prdgram must beinitiated in order to locate and select.
those candidates most qualified for a district's plirticular
needs. -This ___positioneadilvdefended when one considers,
he fact that Special education is professional role. Though
there are more potential applicants\today than_in the last
decade; nevertheless all of these applicants-do. not qualify for
the odeds of special education.

The point may well be made'that a long -term personnel plan < -

need not and should not be confined to'professioeal personnel.
A genuine planning effort should encompass all personnel, just
as it should envelope the whole range of activities which are
essential to the operation of the system (Castetter, 1962).

'

Later in Section B6 e recruitment and selection of class-
ified (non-certificated) personnel will be discUssed,"'but it is
well to keep in mind, that many of the practices discussed 'in-

recruiting professional (certificated) personnel also are applicable-
to the recruitment and selection of clasaified.personnel,

B. RECRUITMENT

1. OVBRVIEW

a. PREPARATION FOR A RECRUITMENT PROGRAM. In the'case of
building a balanced staff in a given district, the following
considerations are worth noting.

(1) AO. It is generally considered desirable to
'have reasonable proportion'of the teaching staff
in each Age bracketlower, middle sad-tipper.

(2) Sex. Both sexes have unique contributions to
make in a modern 'educational pro;` 'therefore, a
desirable balance between,men'and woien-teathers
,should

a.
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(.3) Marital status. A good number of married/
teachers make for stability and emotional maturity
RI the staff.

1

(4) Training. The teacher -training 4/6stitdtions

attended, the level, and the recency of training
are important factors to examine.

t-
- (5) Teaching expe4ience. An effort ,should be made
to strike a reasonable balance between new blood and
long service, inside experience and outside_exper-
ience.

(6) Localis'm A staff with a healthful percentage
of its membeta originally from another community or
state, and with outside teaching experience. avoids
harmful inbreeding.

(7) Special talents. The musical, dramatic, athletic,
and other special talents of a staff should be sup-
plemented through'the selection program as local need
indicate.(Chandler & Petty, 1955, pp. 117-118)

IBefore the full,impact Of the concept of staff as an
entity can be felt on selection programs, a definite and com-
prehensive understandieg of three significant factors is needed:

. . . those personnel characteristics and staff patterns
which contribute most to the quAlity of education. ".

. . . ,the present status of a staff in respect to the
emerging patterns of educational productiveness.

. . . how desirable staff patterns can be affected through
the ,selection of new teachers and the development of present
members (Ross, 151, p. 3).

OnCe these parameters have been established, the actual pleading
foraggressively recruiting employees can then follow.

,-;

b. JOB -ANALYSIS. Job analysis is the process of gathering
formation about the duties, responsibilities, working conditions
and intetrelationships between and among jobs; and the first step
is ihe analysis of what is needed'in a job description.
4

(1) Job description. The job description should be
a simple, concisse statement showing ihe basic respon-

,sibilities that the person is to carry out, the re-'
qUirements of each positionIncluding education and
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training adeqUate to OerfOrm the etaski of the job.
The next step is to takeithe broad areas of khe job..
description and to elcpla$n in detail the-importance
and, meaning orTaCh aubfactor within the broad areas
of the job'descriptinn. kln addition to this; there
should be a statement of individual attributes (mental,

physical, social, etc.) thought necessary to perform'
the ,job success$Ully.. The detailed listing. of the

duties and personal characteristics becomes a set of -'
job specifications for,the position. From these, a
person can examine recommendations, interview, and
select persons to fulftll the functions 'described.

A note of cautiam'is necessary here. .You should

not assume that the job description becomes
a rigid document'frog which there is no variation.
A job description in this case is a planning,dotilment
and should be implemented and revised annually. The
realipn fol. revisions is simply that programs and,
people change. A job description should reflect both
what should be and what is happening.

(s') Job 4ecifications, Assuming that a series of
JO specifications are available for examining alter-
nst,ivtyPes of programa, one can thus begin to see
t mix of personnel neEessary to execute each prexram,
tt expected results and the anticipated costs of,

se results. Further, duties and responsibilities
, if desired, by compared for purposes of examining

wa e and salary structures' and thus compensation.

?The materials included at the end of this unit
illustrate examples of the job description and job
specifications. Each organization tends to have a
format which has been developed to fit the goals and
structure of that organization.' Since these are
examples, they are not intended as the "best" models.
yhat i8 important, howtver, is to realize there are
job descriptions and job specifications for the.person-
nel part of the organization--which is your 'respon-
sibility. These examples, hould be examined against
those in your own organization.

In examining any job description or 'analysis the
need for a description of formal organizational re-
lationships is paramount. That is, is the position
a line or a staff position? Who does the position
report to in the organization? From the basis of
formal organizational relationships,'a person can
examine the responsibilities and-job specifications
with a clear-frame of reference, Unless the basic
framework of the organization is kept in mind, there
can be no thoughtful analysis of alternatives and
expected results.
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c. GENERATION OF POSITION DESCRIPTIONS. Badic to the process
of selection is a sound, direfully wFitten position description
of the opening, such.that the recruiter and the prospective
employee can understand the vitancy; in .question. A common job.
description Contains the folOwing information: ' r

,

Short description Of the program -- 'Generally, this_ section

pentions funding source and particulars as to-functions in the

, total organization.
Accountability - -A person should be'designated to whom the

ap tntee reports in' discharging responsibilities.
.. ualificationsHAll requisites implied in order to qualify

for th position should be listed, including necessary certifica-
tion req,irements, if any areOneeded. .

,

. 'ResponsibilitiesList duties implicit in carrying out the,

obligations'Of this
id

pogiiion. . :

., SalaryIncle length of work year.as well as salary
schedule or se/Airy-range if the position is not on an established

salary schedule. so, list extended employment or overtime pay.

. How to apply-- nclude name, address and telephone number of
person to whom.lett s of application are directed. If further

information may be ained, from an individual other- than the

aforementioned, this ame, address anti telephone number should

be included also. If 'here is a deadline for filing, this date
must be noted: 1

)
, 4'

. Screening committe -Includesnames of those sitting on the

screening committee. Th committee should reflect a broad

spectrum of the district cluding,lay people if desired. It

should also be balanced f4 a standpoint of backgrounds and sex. #

Position notices shou bedistributed tcy seleited place-

gent-offices on campuses wh-,e programs train candidates in the *II /

field,be'includedwith apply = tion materiala,and be sent'to

professidnal journals for in =rtion in their publications. Since*

this latter procedure may i...y ddditional coat for publication.,

check this out if the budget s not allow expenditures far-

advertising. Another good reliting resource, especially
for promotional positions are tate, regional and national con-

ferences in a particular area specialization. ?Mere, a notice

can be posted or, if-the situat In allows; an interviewing hood},

can be reserved during such con rences for the purpose of re-

cruiting. . a

RATIOS IN STAFFING: Witht current activism regarding

isidual rights, the ,matter of offing based on sex rand ethnic .

ba glound receives a great deal 'attention on the partof
the concerned,, as it well shoul It is incumbent upon 'those

staffing positions .to keep in,mind hese concrns whenAcreening

takesi A thoroUgh understan, g of the statutes governing

civil, rights is necessary.- As Gre 'and Schmertz (1972) put.
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it, "Few basic management decisions involving employee relation.;
ships can be made.without regard to some law" (p. 1). Their book,
Personnel Administration and'the Law, should be a must for the
administrator Who wishes to become familiar with the legal impli-

.

cations of administrative decisions.

In addition to legal considerations, it is desirable to ,

balance staff on the basil of background, training and experitnce
to avoid parochialism that may be resent ifjall the staff ire
of the same backgrounds. 'There may weil be other considerations
(dlich as 'balancing age and experience). when placiitg staff members.

,For:example, it seems reasonable that a mixture of less mature
and newer employees with the more mature and experienced would ,
be beneficial to both as well as enhance theedukational program
offered.

With the conditions of professional service becoming more-
brOadly interpreted each passing year and with increased emphasif
placed on the teacher-being involved_in reassignment and.transfer

as condition of professional service, the balancing ofIbtaff
may become more and more difficult for the administrator.

2. THE RECRUITMENT PROgRAM

a. PLANNING. Once the aforementioned preliminaries ar accom--
plished, a recruitment program can besmapped out with your per-

sonnel administrator.

The fiSt step is the choice of employment centers you sish

to correspond with or visit. These choices should be based on

your familiarity with the quality and varieey of traihneprograme
they represent. Becoming familiar with programs.ivno easy cask
in itself:. It calls for considerable effort on your part XS-

review training programalby discussing with fellow piofessionals
the merits of various programs, visiting, if possible, on-going
programs, and developing personal contacts with heads of departs

meats in these schools.' Professional organization, meetings can
be a real help; by your contacts wtth professionals from_training

programa,, you are able to develoli an excellentresource: This

will, prove, useful when you are in need of help in recruiting,

qualified candidates for vacancies.'

Once it is deterbined that you intend to visit certain.

campuses or employment centers, 'the next step; obvionsly,'is to_ ,!
contact them. There are certain procedures that one should 111111low.,-

in doing so..'The6first is giving sufficient prior notice for
the placement offiez to prepare for your visit. To pop 'in on

the placeMent office. because you happen to be in the area and

expecliproperattention is completely unrealistii; and the
.effectiveness of this type of recruiting has to ie very low. At
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least a four-wee riotsice by letter .contatling ,in.formatiotr about
)

-youi needs is reasortable. In .that, letfeftylu shouldipilso* indicate
your time of arrival, the..lenith of ifiter'views you wish to conduct,
and any specialconsideratkon you'isilii 10 bemade in your behalf.
Some placement bureaus canArrangte houeingAtodbir meetiAgs with.. ..
staff zaembers,on campus if yet 317-11#1.4 gaited placiatqt bureaus
or. employment .offices owe thel.r exietertee 'to their ability, to Le

N place potential employees, ft 'is poor practice, to circumvent
ehem'and'ty,deal directly with department heads. A carbon of your
'letter to the placement director sent to the departsant head' is
a-gait! way of alerting that .person of'your needs ani Ihereby '-
maintaining the professionalism that is imelitd in .fecruiting.,

..,I

elf

If you prefer, there are cotmitercial agencies that will
recruit .for you.' Opinions vary concerning',the effectiveness of
these se ces because many school districts having sufficient
staff pref r to conduct their conerecrhiting program.-

At th s point,,travel arrangements et be made. You may
wish to e your own reservations or hallik a travel agency do
it for y u. In any event, a thorough knOvledge ff time tables
and housing accommodations is of considerablil value.s;.

,

b. THE INTERVIEW. Much has been written about interviewl4ag.
Essentially, j.t boils. down to phrasing questions in a mannerthat they will generate informative responses from the inter-
viewee. As stated earlier, this is the thrust of the interview,
not.. a "sales pitch" on the part %f the inter_yiewer.

In order to ask pertinent questions, tht interviewer shottld
review the cvdidatets bcedentialse ,These 9raybe confidential
or open, depending bn the-Plicy of the employment agency. The
trend has been toward open' files which may or y not tend to
limit their value as indicators of Candidates qualifications.
Vital sheets or other information on the cand date prior t the
interview should be made available to you: With h -this back:- .
ground, you will have the advantage of opening the interview pn
a common ground. This sets the candidate- at ease and ettables
you to see the candidate in the best possible light: Some
excellent. guidelines for conducting_ the interview are found in
a monograph on teacher recruiting (Rhodes, 1967).-

.4..

) 4

, Prepay for the interview --This involves
review bf the candidate's form. and all. other papers
available' (a 'candidate does not like .to Ile asked for
information h'e, has *provided). The interviewer
should, for obvious reasons,- study these records
shortly beforethe interview. .

.14

4, To prepare fdr a good interview, the interviewer
should decide in advance what information,he hopes to
secure, and he should frame pertinent questions:

Ir
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Allow sufficiene,ti'me- for an adequate interview-- 4/
And do not hurry. Applicantsdo not like an interview_ '
in 'which ttle interfriester is hurried/ tehse, or ,appears
to be,-harassed.

.41 Set the tone for a friendly, business-1.0c
Perzaisisive interview. Take a due from the appLican.t 'at
papers, and comment on his college, home town,or a
Mutual acivaintance. Useismall talk to break the
ice; and then 'get ,,down to the buidness at hand-7the.
exchange of pertinent infarmation. ,

ye the applicant a, chance to' ask 'questions --
and provide specifiC answers--dh,matters of concern
to today's,applicants, including the school .togra
classroom, class Size, the school calendar, s
schedules and fr' e benefits, living condi,tiOns,s,
and o'pportuniti for recreatioh. Applicants are
interested'in e duties ipVolved,other than Class:-
room, the istance provided for teachers by other
staff members, and supplies and .equipment used in
instr,u,ction.

4., Sell the district, but do 'not oversell, as
many recrUiters, try to do in times of teacher
shortage. t try to conceal the truth about
matters the `teacher will have to live with if he is
employed in the distrPdt.

's Give the interview a high professional tone
by introducing such matters as opportunities for
Staff development, new and innoilative educational
programs in the diitrict, and the professional
aspirations of the 'candidate.

ASk questions that will "draw but;' the applicant.
,Today's applicapt is professionally minded. He .

expects an interviewer to be interested in his .
educational philosophy, his ability to teach, his
desirable qualities, antr,his professional aspirations.
Avoid qrkestions-that he can answer by 'saying "yes"
or "no.", (Also avoid completing the answer your
self after the applicant :has said a few words.
,Instead of int'erru pting, nod to encourage the appii-;
cant to continue.) Ask open-ended questions such as

"How
40 you feel ab,o'dt, .." or ".Tell. me about ..."

0 At the termination of Lie interview, give the ;
applicant a cl.101--cut and definite understanding
of the next things to .13e done-...-what he can expect
and when'. (p., 34)

Certain other do's and don'ts should. be Eputioned here:

Do keep the interview on a professional level--avoid chit-

chat. yoUr time. is valgab16, as is thht of the candidate, and'

should be used to the end .of assessing the candidate: Smile-

times the candidate we/comes this as an avoidance of the dis-
cussion which' is the purp9ke of the interview.

PM II-10
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Do be pumptgal An beginning and .ending the interview. Again
others may be lwafting, and it is unfair 6 impinge on their time:

' Don't refer directly to the didate's confidential Place-
ment file.or.reveal any.. confident 1 information contained

.therein.
Don't direct questions toward religinus preference, ethnic

bacaround, private life, or number of children at home "(if

appricant is female). All of these can lead to discrimination

"charges. '

Don't take'a photograph or ask for one. If the candidate
voluntarily offers one, it can then be included in the file on

that personA
h

c. RECRUITING MINORITIES. While placement offices re not

pthlitted to advertise openings with stipulations thallitnly
certain persons may apply, they are most helpful in encouraging
personnel you are interested in interviewing tt, signup for

interviews. A letter'to the director explaining that you are
seeking to integrate your staff to'enhance the educational
opportunity of the population it serves and to that end-you
wish to interview qualified minorities for the openings;
frequently results in the placement office conta4i4 these
potential candidates'and giving ehei every opportunity to sign

up for interviews. Calvert's (1972)'monographs are an excellent

resource. In using these materials one must keep in mtnd that
much of,the datacofttained therein is not current, afid only by
making direct:contacts can you.be`tertain that an agency listed \,
is operating and the statistics quoted are still valid. -Ai' a

flail suggestion, it appears that recruiting of' minority staff A
'members is more successful if the recruiting team includes a .

minority member who may be better able to relate local environ-,
mint to these` candidates than it a recruiter from another etlinic

bacigrdund.

, The recruitment interview generally is introductory, in

nature and infrequently leads to a job offer on the spot:. It
serves as a basis for determining who to,invite to formally
apply,, and this leads to the application procedure.'

O.

THESELECTION PROCESS

ASSEMBLING THE APPLICANT'S FILE

It might be worthwhile to take a look at the application

form you are presently using with the followink questions in

mind.

, Does it incfude pertinent personal 'data whj.ch will bee

needed in processing the application?

P2.1 II .71.b
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'Does'it provide the needed information tq determine the
qualifications'of the applicant?

Does it ask for information which is not used in the

c, screening process or at any other time? 1.

Does itIseet legal, requirements relative to infirmation

requested?

Relative to the last question, you 'cannot ask about race,

religion, sex, number of children, arrest\record or any other
similar personal data unless you canAegally justify such an

inquiry: This suggests that -your legal stkff periodically '.

review the application forms to 6e certain that they are in

complianc

The kpplication blank is basic to assembling a personnel

file on anl applicant. Once you have this on file, you need

other supportive data which generally will include transcripts,

references, placement files and additional supportive data

supplied by the applicant. In addition, you may went bet

Obtain work experience references.

,

It is an- expected courtesy to acknowledge any and all,

correspondence as the file is generated, and dill; is sincerely

appreciated by Alioie concerned. Too often, school districts

for one reason Ur another fail to do'so and are criticized for

this apparent lack of concern.

trice the file-Isvpasembled, it-is standard practice that

the curriculum department as welkt4h the personnel department

carefully review the asseMbledlata. (Special education admin-

istrators should have considerak)e input into this process,

because of the specialized certification requirement needed

for personnel in Your department or division.), A decision to

process the applicant further generally leads po an employment

interview, which is discussed below. If at thiapoint the

decision is not to process _further, the applicant should be so

informed in wilting. 'With the present job situation and the

inclination by unsuccessful applicants toward questioning why

they have beep eliminated, it makes sense to provide,good and

valid reasons ea to why the' application was turned down,"because
.

you might be challenged to do so,

2. FORMAL EMPLOYMENT INTERVIEW

v/
The employment interview may be heft to fill a vacancy, to

screen candidates for possible vacancies ir to ,build up a pool

-of highly qualified, candidates to draw- from when future vacan-

cies occur. This interview may take one of several forms.

Some patteffis are:

N.
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written:exercise, committee interview
view with potential supervisor;

written exerditeost:andardized ttiets,
in ;views; ant,

Ingle interview.

0

AP
V

and persimal inter-,

committee or individual

The written exercise, as a screening tool, has/many/positive
aspects. It can determine the candidites ability- th,think on
their feet, organize a'writeen response, Write legibly, spill and'
apply basic background information. . " .

A standard practice ts"to*have the-curriculum department

prepare a series of questions or problemsdealing with that dis-
ciplinei The candidate chooses -one qr more fora response. The
product is -then rated by the curriculum department, andakhis
:rating becomeS a part - of the total evaluation of the candidate
in the screening process. ' '

. - .

In ordet to make this an effective. tool, adequate space for

-the candidate to comfortably 'work at:theelicercise"(or several ,

enversions of it) is needed inthe evt mo e than.one candidate
is completing the written exercise,st.bne interview session.
There hang been no knowledgeable negative-feedback on this

technique. The word is out that thie is expected of candidates,
for positions in Minneapolig Public Schools, and many comepre-

.-
pared for it,.

Many school districts it lude standardized tests'in the

screening prOcess. They may use personality tests and/or
some kind of performance- test such, as the National Teachers

'Examination o'V a local equivalent of this'exazination. While

:this procedure` adds One moie piece, of eviden6e not previously

available upon which a decision can be reached; testing'has come
under severe criticism in recent years. Teacher organizations

have taken a stand Against the National Teachers Examination
and the local equivalehts'as administered irrsome of the large
city districts while personality tests are being criticized froin
many quarters.. After negatihgthe'value of 'paper -and -Pencil

personality tests and emphasizing, the costs of projective tests,
Lipsett (1961) stated: -PThe most-sophisticated body,of thinking,
in the professibn (of testing) today Probably would hold that' '

testing for personality fiictors certainly cannot be done effec-
tiveiy without projective tests, and theye is insufficient evi-
dence That it' can be done with project tests' {p. 264).

As mentioned, before,, a committee .interview, especially with
14a sizeable committee sitting together, can be quite upsetting fox-

the applicant. However, it does have a definite pike in .a thor-
-,

ough screening ptocedure since the talent and expertise of commit-
tee members can be ,drawnlupon to much mire objectively judge the
candidate in what is basic-illy a very subjective process. -For
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teacher candidates, a three step process.appeara reasonable. The

candidate is interviewed by a panel of two administrators in a group,-
interview,. then interviewed individually by the special education
administrator and the personnel administrator. A concensua is then
reached by all interviewers as to'what further action should be
taken on the candidate. This might take the form of either a bona-
fide job offer, an assessment that the candidate meets allqualifi-
cations but will be given every considerdtion when a vacancy occurs,
pr the decision not to consider further. In the latter two instances,
such information should be sommunicated in writing.

',An intriguing proposal of using the computer in the selection
prOcess is found in the required readings. The suggestion is not

that itlieplaces conventional methods, but, that it'he an additional
tool toe in selection. With the plans to provide data process-
ing capaSftity statewide to school distriCts in Minnesota (Minnesota
Educational Computing Consortium, MECC), ultimately the possibility
of inputting application information may be incorporated in the
system. .'At thepresent time, a limited number of school districts
nationwide-, have the capability, to input data from the application
prOcess which. can later be retrieved as needed.

I.

3._ PHYSICAL E3AMINAWON-
J

de
An integral part of the employment process is the physical

exatination. The emphasis on ihis,phasg of the employment pro-
cedure varies from 'school district to school district. In

Addflgron, there is a question as to whether an employer can
require a physical examination as a condition of employment if
the cost must be borne by the prospective employee. A minimal
requireMent in Minnesota is evidence of freedom from tuberculosis
asdelineated'in the following statute:

Chapter 214 S.F. No. 387
.

the employees of all school districts as defined
in Extra Session L 1959, Chapter 71, Article I,

cli-,'Section 2 shall pri rf to employment and annually- there-

after show freedom flom tuberculosis by a_repqrt 'of
a tuberculin test or chest x-ray examination....such
chest x-days or tuberculin tests shall not be re --

\ qbired of any such employee who files with the board
an affidavit setting forth that he depends exclusiirely
upon prayer or spiritual means for healing and that to
the best of his knowledge and belief is in good'health

...and th4t he claims exemption from health(on-such
grounds.
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COMPLIANCE AND AFFIRMATIVE ACTION

If yoga. district has not yet developed and aced on
file with the Office of Econokic Opportunity (0 ran
affirmative action plan, undoubtedly, it will b required.
to do so 'in the near future. To that end ydu as a special
education administrator; may be asked to ass =t in the
development of such a plan.

5; CERTIFICATION REQUIREMENTS

In every administrator's middle 'sk drawer should be
a copy of the current certification r uirenghtb.is regulated
by the State Bbard of Education. ForiMinnesota, this is the
Certificate Handbook, Code VI-A46. 16 most recent edition,
at the time this is written, is the4973 revision. Copied
cap easily be obtained by writing the-Minnesota Department of

,Educati6n. A complete understanding of these requirements is
essential, because if you operate programs with unqualified staff,
you may be cited konbeing in violation of regulations.- The
implication of this iathe withholding:of state aid. All your
teachers should be presently fully certificated or in a pro am
to cohplete requireients fOr cgrtifigation, which implies tlik
completion of nine quarter hours of.wdfk each year reading to.

certification. A critical dace is July 1, 1979, at which-time
no teacher can be teaching in a special'educetion program unless

'properly certificated. Avs

6. REOUITMENT AND SELECTION OFICLASSIFIED,STAFF

The recruitment and selection procedure for classified
*(not certifiCated) staff varies with the school district.
-4Somg school districts are campliptely autonomous and can employ
and discharge at 411,'others operate on a more formal basil.
and some otheis have little control over-the procedurerather
another governmental body controls the process. Whatever is

your situation, it is important that your distrIct establishes
guidelines, if it hasn't done so, for employment practices
affecting-these staff members.- In accordance with the Public
Employment Labor Relations Act of 1971, as amended in 1973, all
employees have the right to'negotiate conditions'of professional

service. - 1-

Frequently, a resource for potential emplciyees is a public

'or private employment agency. Referrals from thepe agendies
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then go through screening procedures as determined by your dis-

trict. This may.include'a formal testing program and if it

. does, as mentioned earlier, a word of caution is in order.
Standlidizeetests.are'being challenged by many individuals
or concerned groups and if a test is used, the tester must be
able to defend its use.

. f

The capability toOneparealieffective advertisement is *
skill that will pay diyidends. iou may use classified ads
mole for non-professional staffing, but the implications are
apparent that it may be dsed for all phases of staffing; at one
time or another. i

- .

. 4 ..

D, 'REVIEW OF MATERIAL

Recruiting aaa selection is a.personnel functionyand the
role bf the, special education administrator is one of giving an
able assistance in this function, pirticularly when the operation
Centers around fil1ing vacancies in that department. Recuriting

.mustbe a carefully planned activity in order .to l ?cate the
most highly qualified candidates.-. time-J.:consuming and

expensive, but'completgiy justifiable fr6m.the standpoint of'
long-range results. Recruiters he'tralhed as effective
interviewers; operating in a highly'professional manner. Legal'O'
itplications of any decisions made are fe'r. reaching and the'
speCial'education administrator should be fully cognizant of
the law and state regulations. The screibing procedure should.
be well defitiedanddefensikle, if challenged. Up to a point,

the more-professionals involved, the more aisCritinating the
screening will be. Staffing li'an overall fUnction which should
be critically administered in all employment.

The following pages' contain the written'assi§nmerh, required
r adings; and an avaldation of this objective. The written
a ignment is designed to give practical experience-in carrying
ou tha,obje(tives of,thli unit; the equired readings are strongly
suggested for,fdrther understanding, of the unit. There is one
reading which is not included in the requiredreadings that
is also e;kential to this unit. It is Affirmative Action and
Equal'EmployMenp.. This is a guidebook for employers that can be
orderia from the U.S. Equal Employment Opportunity,Commission,
Washington, DJC.; and it is free of charge. The evaluation
speaks for itself. Keep in ad that the-Objective, Recruiting
and Selection.of Staff, was *\itten aca "how- to- do -it" unit,

.and.you. may learn as much from\it as you wish. ' '

136
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.WRITTEN ASSIGNMENT

Pleaie make thisassignment quite detailed in order to
,gain experience in such an effort, if you have not already
experienced it. If you have done so and wish to submit that
informatiOnT this writ be entirely acceptable.

,' AT
vo-t,

1. Write i-job description of,a present special education
administrative position or vacancy in your =school dis-'
trict,or one with which you are fabiliar which could
be used in recruiting to fiIi-it.

2. _Plan a recruitment program including at leant five ,

training institutions that train personnel in this
area, explaining your d1oices.

3. Set up an itinerary tpbe followed in recruitment.

4. Plan a follow -up program to screen candidates for this
position.

f Y
Include your critique o/-the unit with y assignment)

REQUIRED READINGS

1. Castetter, W.B. . The personnel function. in educational admin-
istration. New York: The MacMillan Co.., 1971:

2. EricMgon, R.W. Recruitment: Some-unanswered questions,
Personnel Journal, 1974, 52,/136-140.

3. Karras, & Zimmermo,' Dimension-taterviewing,,
Personnel Journal-, 1972, 50, 733-736.--

4. Rennie,'D.K. Coming to'grips with affirdative action,,The
Personnel Administrator, 1973, 18 '29-32;

5. Smith, le'. 'Models for persdnnel selection decisioni, Person- -

nel Journal, 1973, 51, 688-695.

6. Sample Job Descriptions.
41110...

4
7. An equal opportunity guide to recruiting.minoricy teachers,

counselors and administrative personnel. St. Paul: 'Minnesota
State Department of Education.

8. Sample Reference Forms.

9. ..Samples of creening Written Exercises

(k\10.* Mare-opal P blic Schools, Guidelines for Committee Proce-
does in Sele ing Personnel, pp. 1-3.
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REQUIRED READING

1

SELECTION OF PERSONNEL

Every organization recognizes the inevitability of-personnel
turnover and of vacancies createdby new positions and promotions.
or this reason, the processby which positions and people are

matched to, fulfill the,manpowerrequirements of the schOol sysxem
is examined.

The basic'idea behind the selection process is to organize
selection activities in such a way that information about,applicants
can be compared to-position requirements. This process can he made
simple oelaborate, depending upon the Size of the schoOl system,
the number of vacancies, and board recruitment policy.

In general, most selection processes'include the following

step's:
.

-reception;
. central screening interview;

completion and review of application blanks;
completion of tests required by the system;
.decentralized interview;

. background investigation;
selection;
nomination;
amoinimenti and
catract40.
. _

',4v(1"

A well-ortabized selection process governs all act necessary
to achieve its goal and indicates who should do what; an when. Atten-

_0.0 to sortie ofthedmportant details in personnel selection is of
-"Considerable importance both to the candidate and to the organization.
The manner in which applicants are treated during the selection pro-
cess has a great deal to do with the.way they perceived the organiza-
tion and interpret these perceptions to others.

*
Castetter, W.B. The personnel function in educational administration.

JNew York: 'TheMacMillan 1971: (Summary)
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REQUIRED READING

2

RECRUITMENT: SOME UNANSWERED QUESTIONS*

lit7 Recruitment is perhaps one of the most important functions of
aspersonnel department, yet iris often one of the least systematic-
ally managed areas in the department.

Manpower planninwand the decision to hire new personnel Ave
become:a refined science in the past decade through the applicatiOn
of computer-based forecasting models and multiple contingency plan-
ning.. Once the decision to hire has been made, many systems adopt
a "seat -of -the pants" approach, and personnel managers depend upon
their "feel" of the labor market in their choice of recruitment

methods. This can be both inefficient and costly.
t,

In an attempt to review the literature, an overview of research
findings to the' field is presented, along with some unanswered ques-
tions dealing with the following categories:

Impact on Employers,
Impact on Workets, and
Impact'onSociety.

ir

The answers to the questions discussed in the reading are impor-
tant to policy-makers'on several. levels. To the economic policy-
maker, increasing the,"efficiency" of the labor market would hive a
considerable impact on the overall economic health of the nation.
To the public empldyment service, private employment services, per-
sonnel administrators, and those concerned about the functioning of
labor niarkets, these answers are also important.

(

Erickson, R.W. Recruitment: SoMe unanswered questions, Personnel

Journal, 104, 52; 136-140. (Summary)
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REQUIRED READING

3

DIMENSION INgERVIEWING*

The interview has evolved into the 'hief selectibn and promotion
tool, yet never has a technique about w ch-so little hag beenpestab-

lished been used;so extensively. '

This readings briefly describes the concept ordimensian inter-
viewing which is offered as a basis to ke interview time more pro-

ductive and predictive of job success a d tenure.

The'basic model of the interview t en becomes one of allowing thl'

candidate, or encouraging the depiction of the success-related material

in the case of the less verbal applica on, to flow past the inter-

veiwer. The interview timeis like a unnel leading to the employment

decision., This funnel becomes one of Valuating the candidate in

terms of meaningful content, not just eneralized evaluation that the'

person is or is not a good candidate.

The success and tenure facts wer combined into a dimension inter-

view checklist or evaluation form, a the'applicant selects statements

which he/she feels are related.to be a successful manager. "This is

intended to serve as a stimulus to t observation of as many of the

dimensions as possible during the ac ual interview.

/
The interviewer then evaluates the applicant in terms of the

data-based dimensions. Recruiters are encouraged to evaluate he

applicant along the lines for which data, exist and to restrict'their

decision process to the dimensions ctually observed in the interview.

Karras, E.J., & Zimmerman, J.H. ;Dimension interviewing, Personnel

Jot:anal, 1972, 50, 733-736. (Summary)
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REQUIRED READING'

COMING TO GRIEI,U4a1 AFFIRMATIVE ACTION*

Responsibility at Abex Corporation for implementing equal employ-
ient pOlicy rests with corporate headquarters. The obvious areakof
critical 'importance are recruiting practices, promotions, transfers,

40 and termination of employees... Each area must be approached without
regard teage, race, color, religion, sex, or national origin of the

.
individuals, in accordance with company.policies and, any applicable

bargaining agreements.

According to the vice president of personnel and industrial rela-
tions at Abex, the aims of the corporation are:

to make the, company a better place to work; ,

to make the companya better neighbor in the community;
to make the company a better company ta.sell to; and

, to make the company a better company to buy from.

This takes tremendous individual initiative, follow through, and time.

The goal is affiKmative action with sincerity and promptness; and,
success at Abex is measured by how employees as individuals become .

better neighbors.

Rennie, D.K. Coming to grips with affirmative action, The Personnel+

Administrator, 1973, 18,-29-32. (Summary)
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REQUIRED READING

MODELS FOR PERSONNEL
SELECTION DECISIONS*

1-

4

The concept of "economic man"..fn,search of highei pay and job
security has received considerable criticism during the past decade.
Especially at managerial and professional level's, Such variables:*
autonomy, esteem, challenge, aneselfactualization become signifi-
cant faitors in the decision to accept or reject anew positiolii 'In
View of the research conducted for this reading, it_may be possible
to bring the opportunity for similar behavioral Considerations into

:lower level positions without adding significantlY-to theAselection

costs. , ... . sv,,

-A well thought out program of personnel sel on ield a

variety of benefits to an organization. In this, f p speritY,'

employees seek fulfillment of higher level needs thanthose typically

found 20 years ago. Every effort should be made to Skeet tiplicants

fei
'With the type of background commensurate with the , challenge,

and autonomy requirements of the open positions. s the opinion'

of this researcher that the extra cost of more scientific selection
will, in the long run, increase overall profitability through a
highly motivated work force which learts more quickly, produces

better quality outputs, and stays on the job longer.

AP

Smith, R.D. Models for personnel selection decisions, Personnel
Journal, 197), 51, 688-695,(Summary)
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RE( 41.RPD. READ I NCB

VERSOftEl Poilioi\i Open
4'

FVELWPOST

ASSISTANT DPRECTORXOR ADMTNISTPATION, SPECIAL tDUIIII01 DIVISION.

RESPONSIBLE TO: Director of Special Educiklors
-fe *A

REQUIREMENTS:
,

,_ . .1. . .

1. At least two years Wexperience as a DirectorOf Special education, or in i
major administrative capacity in a public school syArem speCial education
program. ..\ . 4

1. Demonstrated competence in various administrative matters, including budgeting,,
personnel matters, referral system, data systems, and personnel supervision.

3. Ph.D. or Ed.D. in Special Education Admipistration or-related field.
.,

4. Must qualify for a Minnesota Special Education Supervisor Certificat5
v

RESPONSIBILITIES4 . .

,

t . , . .

1. Develop and monitor Division-wide'management information systems.

2. Coordinate and monitor the Division's refe'rral system. - '

3.' Coordinate the' Division's program approval and annual report process.

4. Coordinate and screen all Division research and program evaluation effOrti.

lb'
5. DevelOp and manago a Special Education Medal accounting system.

6. Develop and mottitor Division clerlCal support systems. , -
.

7. Manage and coordinate varlious Division-wide 'budgets not otherwise assigned.

B. Coordinate the Division's personnel recta-tit system and affirmative action
prograMt. ,

,
.

9. De'velpp and coordinate Division-yide public and staff information ystems.

10. Ocordinate Splcial Education sumSer school planning and program o ation.
U.' Coordinate the deve4Pment.and submissiOn,of proposa?,s for state, f eral and

foundation fundirtg rf SlAcial Education prdrams. .4.

42. Coordinate.with other divisions, departments andNarea superintendents in.
execution of aisig;erepponsibilities. ,,t,

13.- Act as administrator co charge of the DiVision,in the Dixector's absence.

ii.'
14. Other duties-and retponsibilities as assigned by the Director of Special' Education.

'qf
1k 1

PROGRAM-DFSCRIPTION: The Wial EducatiOn Division serves over 10;000 students' yearly, and
'employs over 1,n)0 full and part-time personnel with an annual budget of $10:500,000. A '

wiae range of'services for students in.regular'schools and for those who need:highly special-
ised program are provided, -ia the Departments of ,School Psychology, Healthland Social Work

,-

are adMin,isakeiithrough tne Division.
.. ,,.'4h .

?JURY: $19,000 - ,000-. -, .12 month contra ct .' '

. . . ..

mutio9 or APPL7rATICN: "lication formn can be obtained'by writing on calling'the
.41noxsK,Ii.fh'u=771lools'lersonnel Office, 807 N.C. Broadway M ls, MN 55W134 Phone

OP612/348-6132. Applicatioreowil/,he accepted until theTositi ojilled. %Posit1,6a?ail.
able July 1, 1q74. Further information'ismy be obtained from AiRib-ha,M Johngon, pit;tftor

of '1,rcial 14ucfstion, 807 NL Broadway, Mpls, MN 55413, Phone BW/348-6051.
.

'

.

SCREEN:TM C MMITTEE: .Corydon O. Nichols 'Cha4rperson, Jerry Gross, Bradley Bentson,
Crlen Tyler, Robett Wedl, Melvin West and Ann Danahy

4

I

4.
}X

A
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ifir14:VililEgiamParICOP,
COORDINATOR-PROGRAM FOP. STUDENTS WITH SERIOUS ADJUSTMENT DIFFIbULTIES-Madison %thou'

This special program Currently provides a full time-alternate education prorrAm for

65 elementary age youngsters with serious adjustment difficulties. Ih the fall of

1974, the program will expand to serve 100,children And will be houned in slemiallv

designed quarters in-a newly constructed expanded elementary community complex. The

Minneapolis Public Schools also provides instruction to youngsters who are enrolled

ini agency programs or are hospitalized because of their emotional disturbance.

PLIASE AST

RESPONSIBLE TO:

Administrator for,Specia2fSchooll, Program, Services Department, DivisiOn'of Special

Education. ,

.RESPONSIBIL ITIES:
1., Direct and coordinate initructioual.progrem.

2. Develop, implemett, and monitor case management procedures including individual.

pupil assessment, and individualized program planning, review, and modifIbation.

3'.
Coordinate staff and services as necessary to provide a cemprehensive parent

education program.
.7

4. Develop oUttNeach support services to regular education programs integrating

youngsters-from-the Special School.

5. Coordinate a systematic and comprehensive staff devdloptent program.

6. Provide liaison to related community services:

7. Provide leadership within the professiona community.

O. Represent Special School Program in cooperative activities with regular education.

9. Other responsibilities as a4signed by thi Administrator for Special-Schools.-

QUALIFICATIONS:
' 1. Specialist Degree in Special Education - emphasis in enotionalltdisturbed and/or

behavioral disorders (minimum). Doctorate preferred. ,

2. Must be able to obtain Minnesota State C.erti.fidation as ED Supervisor.

,' (Supervisory certificate requires 2 years teaching experience in emotionally

, disturbed or related experience, .5 graduate hours in supervision and 6 . ',

graduate hours in c1L%-riculum and instruction). ,

3. Experience in.educatiocal programs for elementary age students with sever. '

adjustment difficulties. . . -
r,

4. Demonstrated,crganizational and management skills.
.

ire

SALARY RANGE.
514,000 to 523,500 -.48 weeks

METHOD OF APPt:CA:!ON:. . 4,
An applicatic- :okl.may be Obtained by writineto: Corydon 6. Nichols, Director of

Personnel, Minneapolis Public Schools, B07 N.E. Broadway, Minneapolis, Minnesota 55413.
. -I

ePLICATIONS will be accepted until the position is `filled.

FOR FURTHER r!:FORYATION please contact Dr. Jerry Gross, Assistant Director for PrograM

Services, 512-348-6051

SCF11,7:1::';

Corydon O Nic^.ols-Chairperson
pr, Harolalbenson,(Dr. Joyce Jackson, Dr. J erre Gross, Dr. Frank Wood, Jam::: Kepley.

PM I 156=.
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, REQUIRED READING

7

AN EQUAL OPPORTUNITY GUIDE TO RECRUITING MINORITY*
TEACHERS, COUNSELORS AND ADMINISTRATIVE PERSONNEL

AV'

Each school board should develop affirmative person-
nel recruiting policies and review the present personnel
practices to make certain that no barrier, real Of im-
plied, precludes equal employment opportunities for all
in the schools regardless of race,,creed,-or national
origin. .Members of *racial minority - groups should be

.encouraged to apply for positions in the public schools..'

The follOwing information is to encourage and assist superinten-
dents, personnel 'rectors, and their official recruiters in locating
and recruiting teacher candidates of racial minority background.

-;

SOURCES OT MINORITY PERSONNII

The following, is a list of colleges and universities that have identified a number of their giadus,Ltrito
have American Indfin and Afro-American backiroundit. The list IA no way represents an exhaustive resister
of colleges and universities from which racial and ethnic minority teacher eandiiiates graduate. In presenting
this for use, it l recognized that the number of graduates varies with each class, as does tha'racial and ethnia
composition eath class.

The Department of Education neith;r presumes to judge the qualities of the buititutiess nor the abikitiEs
d their graduates. Each college and university is an accredited institution, having met the `standards of car
ar more of the following accrediting organizations:

New Englapd Association of Colleges and Secondary Schools
Middle States Association of Colleges and Secondary Schools
North Central Association oKolleges arid Secondary Schools .'
Northwest Associatiork of Secondary and Higher Sch.ockts

Salim Association of Colleges and Schools
Wearer's' Association of Schools and Colleges

It is hoped that this information will assist school districts in implenventhig the policy of the StstaBoard
of Education and the State Deptirtment of Education in selecting personnel, at all levels, from all recial and
Orthnie groups of our society,

4

*
An equal opportunity guide to recruit

and administrative persqnnel.I St

menu of Education.", Lantmary)
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sounczs. OF -illimAlv rmsoNrila.
The following is a het of Colleges and Univel4itleswithbidian Enrollment

among their 1970 graduation class. In presenting this for useeit is retognized
k. that the number of graduates varies with each class.

COLLEGES AND UNIVERSITIES WI= INDIAN ENROLLMENT

ARIZONA
University of Arizona E30 S30
Contact placement of office. Frank Day, Alumni
Budding, .602-884-1231, Tucson, Arizona 55721.
"Tuc:son International Airport 12 miles.

CALIFORNIA
4

University of California at llteley E3 S3
Contact placement offi Glen Grant, Berkeley,
Calif. '74720. Oakland sport distant 15 miles.
Fresno State College E2 'S2
Contact placementape. Dr. Harold D. Jot"
Maple & Shaw AvelliTe, Fresno. California 93726,
487-2381. Fresno Air Terminal 31/2 miles.

t

CONNECTICUT
Southern Connecticut State Collet* E2 SI
Contact placement bffice. Mr Haddon Libby, 501
Crescent Street, 387-6661 Ext. 254. 392, New Ha-
ven, Connecticut 00515 Tweed Die* Haven Air-
port 5 Miles '

Eastern Cotmectisut State College El -

Contact placement office' Edward Schoenbach,
Wil smartie, Connecticiit 06226 Bradley Interna-
tional Airport 42 miles

IDAHO
Boise State College SI
Contact placement office. Pauline Hinman, 1907
Campus Drive, 208-335-1349, Boise, Idaho 83707.
Boise Municipal Airport 4 miles.

Levis Clark Norman FA S2
Contact placement office: Eugene McHugh, 746-
2341 Ext 239,1 Lewiston, Idaho 83501.6Lewiston
Airport 2 miles.

H:LEVOTS

la/nevelt University S5
Contact placement office- Arthur Eckberg, 430
South Michigan. 922-3580 Ext 332, Chicago, Illi-
nois 60005 O'Hare Intr:rrltional Airport miles.

Illinois State Ill'usc-rit'y Ej0 S5
Contact placement office 16N-k&r"Cawlit, 309 -438-
2237, Normal, Illinois 61761 _BloorningtonrAirport
3 miles

KENTUCKY
Morehead State University E10 8111
Contact placement office' -Monroe Wicker, 784-
4181 Ext 224, MorehcadAcentucky 40351, Rowan
County Airport 8 miles

Alice Lloyd College S3

Contact placement office- Torn-Noe 600-785.5191,
Pippa Passes, Kentue1v $)4344 'Huntington,4W Vs.

IAirpoct 110 miles
^.

MICHIGAN

Warm State varsity IOU
Contact ent office: Dr. Cleatee-A. McCor-
mick, r y and Ferry, 577.1038, Detroit,
gan 48202. Metropolitan Airport 25 miles.

MINNESOTA

Bemidji State College El S3
contact placement office: Dr. John C. Brady, 218-
755 -2038, Bemidji, Minnesota 56601.

MISSISSIPPI
Delta State College El I
Contact placement office: Dr. Mac G. McP,aney,
1143-2737, Cleveland, Mississippi 38732. Greenville
Airport 35 miles.

University of Southern Mississippi /6.
Contact placement office: Colon A. Bozeman,
Hardy Street, 266-7124, Hattiesburg, Mississippi
)9401. Hattiesburg Municipal Airport 5 miles.

Mississippi State University E2I Si
Contact placement office: Robert Leshe, Drawert,
601-325-3344, State College, Mississippi 39762.
Columbus AirRort 30 miles.

MONTANA
Montana State University Si
Contact placement office: John W. Breeden, Room
242-Reed Hall, 587-3121 Ext. 239, Bozeman, Mon-
tana 59715 Gallatinoscirditld 9 miles. .

Northern Montana College E20 S10
Contact placernent office William O'Connor, 265-
7821 Ext. 23. HavreMoAtana 59501. Havre Air-
port 'S miles.

-Carrot College El SI
Conufet placement office: V. J. Beneventi, (406)
442-3450 Ext. 238, Helena, Montana 59601. Helena

1 mile.

RASKA
Chidron,State College E4 SS ( .

Contact placement office: Dr. Bruce Bartels. 10th
& Main, 432-5571, Chadron, Nebraska 69337.
Chadron Municipal Auport 5 miles, a'
Nebraska Wesleyan University El S2
Contact placement office: Dr. Milton D. Evens,
50th & St. Paul, 466-2371 Ext. 23, Lincoln, Ne-
braska 68504. Lincolp Municipal AiWort 5 Ales.

. Wayne State College SO we,

Contact placement office- Loren F. Kamigh, 402 -
375 -3200 Ext. 76, Wayne, Nebraska 68787. Wayne
Municipal Airport 2 miles.

Number Indicates 1970 Graduates in education. cr.) elementary (8) secondarf.
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NEW =two
Eastern New Mexico University E3 53
Contact placement office: William A. Hoy, Jr.,
(505) 562-2212, Portales, New Mexico 88130. Clo-
vis Municipal Airport 26 miles.

NEW YORK
S late University College at Brockport sE14 11.2
Contact placement office: Charles H. Lang, (711)
165.2500, Brockport, New VOrk 14420, Rochester
Airport 25 miles.

Mate University College at Buffalo E400 5201
Contact placement office: Mrs. Norman F. Trues-
dale, 1300 Elmwood Avenue-, (716) 862.5811. Buf-
Tale, New York, 14222. Greater Buffalo Interns-
banal Airport 7 miles.

NORTH CAROLINA
AppaLsehiin State University E2 S2
Contact placement office: Dr Robert L Randall,

0 (704) 264-8871 Ext 230, Boone, North Carolina,
28607, Charlotte Airport 100 miles.

Winston-Salem State University E100 S60
, Contact placement office: Hamlet E. Goose, 725.

3563 Eat 31, Wineston-Salem;, North Carolina
27102. Smith Reynolds Airport 4 miles.

NORTH DAKOTA
Dickinson State College S2-3
Contact placement office: LaVern Jensen, 277-
2334, Dickinson, North Dakota 58601. Bismarck
Airport 100 miles. ti

Alleyvills State College 1:2 84
Contact placement Office. Dr. CAC. Leno, 786-2547,
blayville, N. Dakota 58257. Mayville Airport' 2

OKLAHOMA
. Betheny *serene College E2 Si
Contact placement office: Dr. Elbert Overholt,
6729 N,W. 39th 4405) 789-7645. Betheny, Okla-
homa. Will Rogers Airport 6 miles.

Universky of Oklahoma Et2 S15
Contact placement office: Robert G. Sunman
(405) 325-6111, Norman. Oklahoma 73069. Will
Rogers Field (Oklahoma City) 18 miles,

Northeastern State,College E30 S20
Contact placement office Dr. Jack Kisner, (916)
458-5511, Tahlequah, Oklahoma 74464. Tulsa Air-
port 70 miles.

OREGON
L

University of Oregon El 52
Contact placement office: Miss Norma Kruger,
342-1411 Ext. 1051, Eugene, Oregon 97403. Mahlon
Sweet Airport 1 atio,

astern Orono College SI .

Contact placement office: Df, Floyd Hill. 8th & ICK
963-2171, LaGrande, Oregon 97850. Pendleton
Ihitepirt 50 miles.

' PENTNSYLVANIA
Edinboro State College E7 S4
Contact placement office" A. A Huntley; (814)
734-1671, Edinboro, Pennsylvania 1.6412. Erie Air-
port 17 miles

SOUTH DAKOTA
/Deana State College S1

Contact placement officm!Milo L Natwick, 234
2551 Ext 208,- Madison, South Dakota 57042.
Siouxralla Airport 50 miles.

Black Hills Statocolkge El S1
Contact placement office: Tony P. &havens,
Woodburat Hall, (605) 1424277, Spearfish, South
Dakota 57783. Rapid City Airport 45 miles.-

Southern State College E2 S2
Contact placement office. Lee De Boer, Box 305,
(605) 3694975, Springfield, So. Dakota 57062.
Yankton Airport 30 miles.

TENNTSSEE-
Austin Peay State University S2

' Contact placement office: Mrs. Wanda 8. Mork-
- hi. College Street. (615) 647-0242, Cliirksville.

Tennessee 37040. Nashville Airport 30 miles.

EICIAS
Stephan F. Austin State University El
Contact placement office: C. B. VOlgtel, North
Street, (713). 569-2403, Necogthr, Texas 75961.
Angelina County Airport 25 ml es.

Baylor University El S2
Contact placement office: Arch W. Hunt, P.0, Best
6237, 755-2611, We* Texai 76706. Waco Slimiest-
pal Airport 8 miles.

UTAH
Weber State College ES Er
Coct placement office: Mr. Kugh R. Jacobs,
399-%41' Fat. 334, Ogden, Uta8.,34403. Salt Lake
City Airport 30 miles.

VIIKENIA
University of Richmond
Contact placement office: Dr. Edward F. Overton,
Richmond, Virginia 2317i Byrd Field 15-20 miles.

WEST VIRGINIA .

W. Va. Shepherd Cathie E50 5100
Contact placation! office: Dr. A. Cordon Sloaakar,

(304) 876 -2511, Shepherstown, W. Va. 23642
Dulls. International Airport 50 masa.

WISCONSIN

41seensin State University El
Contact.placement offer: Mrs. Eila "Butterworth,
Pine Street, (608) 342.1268, Platteville, Whoon
do 53818. Dubuque Airport 30 miles. .

Wisconsin State University El S1 .

Contact placement office: Karl T. A. Morse[),
(,715) 392-8101 Ext. 268, Superior, Wisconsin
UNA. Duluth Airport 15 miles.

LaCrosse State University E2 S3
Contact placement office: V. L. Avallone, Asst.
785-1300 Ext. 398 LaCrosse, Wisconsin 54601.
LaCrosse Municipal Airport 5 miles.

WY&IVEING

University of Wyoming 12
Contact placement office: Frank G. Kraus, (307) . .

766 -2230, Laramie, Wyoming 82070, Breen Field 8 ,

miles.

Number indicates 1970 Graduates H ethication, (E) elementary (5) sec;nderV.
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the following lists contain suggested Indian pierecon% orgisubstafird alai * be ellieleebed fee
k

awaiting teachers, counselors, and adndnistritiva perreseL

P. DILLON PLATERO, Chairman. .

bine Incorporated
Director, Rough Rock Demonstration School
Chicle, Arizona 86503

NED HATATHDI. President
HavahoComrnuruty College
Many Farms Rural Post Office
Chicle, Arizona 86503

DR. WILLIAM BENHAM
Assistant Area Director (Education)
Navaho Area Office -

Window Rock, Arizona 86515 %

a

ABC (Americans Before Corumhus)
National Indian Youth Iouncil
Box 3175 '
.ast Co/faxStation

ver, Colorado 802,,18

DAVID RISLING, JR , President
California Indian Education Assodition, Inc.
1349 Crawford Road

\ Midesto, California 92501

'-ipAM.NOilDWALL
15105 Thoits Street
San'Iandio, California 94519

FRANK DUCHENE/V.:X, JR.
CongresslOnal Relations Specialist
1951 Constitution Avenue N.W.
Washington,rkc:- 20242

BERT CORCQ1'...N
Admirust' ,,rative Of6Zer

DR. JOHN F. BRYDE
Director.of.Indian Psycho
University' of South Dakota
Vermillion; South Dakota 5

DANNY HONAHNI, Director
Project Necessities
Curriculum Development,
Beat 575'
Brigham City, Utah 84302

ti

THE TUNDRA TIMES
_Box 1287
Fairhanks, Alaska 99701

THE VOICE OF BROTHERHOOD
C. E. Peck
P.O. Box 1418
Juneau,' Alaska

SMOKE SIGNALS ,

Department of the Interior
Indian Arts and Crafts Board, Room 4004
Washington, D C 20240 -

THE SENTINEL
National Congress of American Indiahs
1346 Connecticut AvenueN.W.
Washmitton, D. C.

ROUGH ROCK NEWS
. Rough Rock Demonstration School
Chide, Arizona 88503

NATIONAL 4

Federal Projtrta
'EPsx 791 ,
-Ha4e, Montana 59501

WILLARD A. SCOTT
Director of Indian Education
3220 Siring° Road
Santa Fe, New Mrziecs 47501

INDIAN AFFAIRS
Association on American Indian Affairs, Inc,
432 Park Avenue South
New York, New York 101116

HERSCHEL SAHMAUNT
Box If
Pfight:Oklahoma 73538

. -

MRS. LoTsEE SBITTH
',1523 Winsor Way
Norman, Oklahoma 73069

INDIAN'TR UTH
Indian Rights AssociatiOn, Inc.

S Race Street
adelphia, Pennsylvania

BROTHER RED OWL, Q.S.B.
Associate: Director
American Indian Culture Research Center
Marvin, South Dakota 57251

RONALD ROSS
Teacher Corps ,
319 Missouri Drive
P.O. Box ,716
Pickstown, South Dakota 61767

RICHARD E. TIMM, Director
Indian Counselor Aide Program
406 East Front Street
Port Anieles, Washington 98362

ROBERT POWLESS
, -Director, PRIDE

240 Win Building '
Wisconsin. State University
Stevens'Point, Wisconsui144111

11114 NEWSPAPERS
\ SMOKE SIGNALS

lora4o River Indian Tribes
P , Arizona II5344

ro PACHE SCOUT
P. O. Bo 98
White river, na 85941

s.

THE NAVAJ
P.( Box 428
Window Rock, Aiwa 86515

TSEN-AKAMAK
Route 1
P. O. Box 2170
Davis, calliorrua 95615

THE INDIAN NEWSLZ.1 imt A "ESS INDIAN
Project

P.O. Box 106
Pala, California 92059

THE INDIAN REPORTER
3254 Orarvil Street
Riverside, California 92501
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GOVERNMENT B
Bunions of Indian
1931 Constitution A ue N.W.

o Washington. D. C. 25242

INDIAN EDUCATION NEWSLETTER
VS. Office of EcluOtton
400 Maryland ,Avenue, S W.
Washington, D. C.120202

INDIAN RECOR
Department of th Interior
Bureau of Indian ;Affairs
1951 Constitution; Avenue, N.W.

,, Washington, D. C. 20242

THE INDIAN JOURNIaj.
Eagle Butte
South Dakota 57625

c

CHAHTA ANUMPA
'The Choctaw Tunes"
115;= Indian Antiquities Survey, be.

Neebville, Tamara, 37212

INDIAN VOICES
1121 East 59 Street
Chicago, Illinois

THE AMERINDIAN
(American Indian Review)
1263 West Pratt Boulevard
Chicago, Illinois 60626

MAINE INDIAN NEWSLETTER
42 Liberty Street
Geclriner, Maine 04345

a

MANY SMOKES
P.O. Box 5993
llteno, Nevada 99503

THE NATIVE NEVADAN
Inter-Tribil Council of Nevada, Inc.
1995 East Second Street
Reno, Nevada 89502

AMERICAN INDIAN, LAW NEWSLETTER
University of New Mexico School of Law
1915 Roma Avenue, N.E.
Albuquerque, New Mexico 87106

THE CHEROKEE TIMES .
Box 105
Cherokee, North C.Folitsa 2E119

INDIAN MAGAZINE
Box 500
Station A
Toronto 116, Ontario

TABLOID
` ft Center Street

. Vermillion, South Dakota 57069

ROSEBUD SIOUX HERALD
Rosebud
South Dakota 57570

AKWESASNE NOTES
1

Antioch-Putney Graduate School of Education
Putney, Vermont 05346

NORTHWEST INDIAN -TIMES
P.O. Box 2772

WIUMIVOU 99220

SOURCES OF PERSONNEL

Tbp following II a list of as and Universitles with predominantly
black enrollment anOng the' 970 graduation dais. In presenting this for

, use it is recognised that number if graduates varies with each class.

COLLEGES ANTOUNIVETiES WITH

ALABAMA

Alaeansa State University 350

Contact placement office Arthur D. Barnett; 925
S. Jackialt St., Montgomery, Alabama. Davenelly
Field S mules.

Miles College 158

Contact placemelik hile. Mrs. Alice P. Allen,
5500 -Avenue G. Birmingham, Alabama, (205)
786-5281 Ext 7. Municipal Airport (Birminetam)
13 miles.

Oakvre;od College E20 S5 to 10
Contact placement office DI C E. Hogan, Oak-
w ad, N.W.,_Run tsvillc. Alabama 35806, 539-
Mil . 260. Huntsville Airport 12 miles,

Stilhnsus College 130

Contact placement office, Jerry L. Campbell, Box
1430, Tuscaloosa, Alabama 35401, 7152-2548 Taw
ealoosa Airport 10 miles

Talladega College 83

Contact placement office. James W. Adams, Talla-
dega, Alabama, 362-4839. Birmingham Municipal
Alrport.50 miles.

PREDOMINATELY SLACK ENROLLMENT

0

Tnsiteges Institute 144

Cfritact placement offier. John P. /Crewe, Peet
-Office 13*ox 1199, 727-8434, Makes**, Alabama.

- Montgomery Airport 50 miles. Montgomery, Ala-
bama.

ARKANSAS

Arkansas A & M College 500

Contact placement office: Alton Boyd, Rol 367
6811 Ext 271 College Heights, Arkansas 71655,
Pine Bluff, Airport 50 miles. Pine Bluff, Ark.

Plailandtr Smith'Collrge 120
Contact placement office. Mrs. Luella H. Casson,
119 W. 13th Street, Little Rock, Arkansas, 501,-
175-9845. Adams Field 3 miles.

DELAWARE

tielaware State College 210

Contact placement office: Samuel M. Hall, North
Dupont Hwy., Dover, Delaware, 102-73418271 Fatt.
287. Philadelphia International Airport 85 miles.

Number indicates 1910 graduates in education.
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FI 0^1D!1
1"..thuncCookrnan Colleem 251
Contatt placement office: Edward R Rodrigues,
Daytona`Peach, Florida 255-1401 Ext. 231. M.,-
nicipal A; rport 3 miles.

Florida A Ilniversity 709
Contact placement office: t. C. Cunningham, Plc

. 153, Tallahassee, Florida, 222-8030 Ext. 5103, 511.
Tallahassee Mtuucipal Airport,,

oi

Florida Memorial College. 90
Contact placeMent office: Dr. B. H. Puryear,
153130 N.W. 42nd Avenue, Miami, Florida, 625-
4141 Ext. 72. Miami International Airport 15
miles.

GEORGIA
Albany State College '200
Contact placement office: .Bennie L. Walker, Hol-
ley, Blvd. 435-3411 at. 350, 'Albany, Georgi-..
McAfee Airport 2 miles

Fart Valley State College 375
Contact placement office. Ralph P. Malone, PP.
Box 416. 825 -5231 Ext. 261. Fort Valley, Ocerz:a
31030. Macon Airport 20 miles.

Savannah State: College 150
Contact placement office: Dr. Thelma Harmond,
912-354-5717, Savannah, Georcia 31404. Travis
Field 15 miles.

KEVTUCKY
Kentje!:y State College 200
Ce--nteet placement office: Mr. Frank E. Austin.
,Jr., New classroom Building, 502-564.5943
Eratt!:frrt, Ir_cntuclty 42:51. Ellie:rasa Picid-Lex
ingten, 25 railzs..

Dr2.ard L'.-.1t-arsi'y 2:1
Cor.tac placcrrer.t office' E. G Alexander, New
Orleans, Louisiana 70122. Moisant International
Airport 15 miler,.

Grambling College 225
Contact placement' office. Leon Whittaker, P.O.
Box 4C5, 217-3761. F-xt 315, GrarnbiLng. Louisiana.
-21orzea Airport, lloriroc, Louisiana 40 miles.

Southcasa 1.7r.lvenity 41000
-Contact placement of Ice: Kerney Laday, South-
ern Brand Post 0:7:ce, 775-6300 Ext 219, Baton
Rouge, Louisiana P.yan Airport 5 miles,

Xavier T.Yriversity of Louisiana 175

Contact Director of Career Planning 4tz Placement,
7325 Palmetto Street, 466-7411 Ext 269, New Or-
leans, 1.41.1:LiZr-3. Moisant Internaticnal Airport 7

MARYLAND
Copp:a State Colicze 130 -

Contadt placemen of ec Charles W. Ward. 2500

W. rics-th Avenue, LA. 3-1111, Baltimore, Mar..-
Frienerl.ip Airport 10 mass.

_.6 .

44rPrt P.04 CATAnt 544
Ce.nsnct ptsoAment Georg* MacDonald,
C''"""ThIl 7.""q (14 11411^n Road, 323-2170 Fat.

4. p.-.1tinasts, Fri.ndship Airpert
11 milt%

1v7S(17SCrl'7.11 .

TottrItIo !to
rontnct placement office: A. A. Braneh,952-4242,
Towal.,o, Altm Thompson Field,
aTrIe!.V.+fl, MitnLtSini 79

21",SOITI
FincolmUniversity 200

,
Contact placement office: James A. Saunders,
C363-t121, ererson City, Missouri, Columbia Re-
Clonal Airport 20 miles,

f..1RTI1 tAROLMA

Barber-Scotia College 100

Contact placement office: Ralston M. X0141188-
5171 at. 270, Concord, North Carolina. Douglas
Airport 23 miles.

re.n". ino

Cn*thwt riflemen* dice: Mrs. Allotte Barnes,
C. Pert.% Carbfiria 27121.

Creensszera Pin Pcint rirr-Tr7

r..igehriCits Stele P-.1.7r..-" 2/1
Cortta-t &eerier'. of.le^: r'-.
Parkvi6 Drive, 2205185, Elizabeth City, North
Carolina. United States Co- -t Guard Base 2 miles.

.Fayetteville State Vairessity 13'1

Contact placement *nice: J. Yarbnro, 419-6144,
Fayetteville, North Cm-olinT 22301. Municipal
Airport (Grants Field) 12 miles.

Augustine'stellev 119 -
Contact placement °Mee: ?Aka Gloria J. Johnson,
E25-4451, Ext. 3G, Raleigh, North Carolina 27601
P.aleigh-Durham Airport 1P, Trifles.

LivingstoneiCollege ITS

Contact placement office: Mrs. Doris P. Jones,
Salithltry, Ntirth Carotins, Douglas Mu-

nicipal Airport 45 mile-T.

thaw University 50

Contact p!jieement office: Da is
23-38I2, Raleigh, North .

rturhap Airport 14 miles:

V.;inston-Salem State 'University
Cent-id placement office- Mr.
725-3553. Winston-Salem, North
Peznolds Airport 4 miles.'

.ark M. Atkinyon,
rolina. Raleigh-

1E0

let 'E. Goore,
arolina. Smith-

,

emo
Central Stnto University 1000

Contact placement office. Mr. David Youngbiade,
Arnett Halt, 37(7-7613, Wilberforce, Ohio 453C1
Dayton Municial Airport-Vandalia 32 miles.

'111!berferce University 95

Contact placement office. Ermin L Frey, 372-
297X,Y:ilberforce, Ohio. D:Tton Airport 22 rnii^s.

Number indicates 1970 graduates in education.
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01113LitHOMA

Langston University 315

Contact placement office: Roy L. Watson, (403)
466-2821, Langston, Oklahoma. Will Rogers qPitr-
port, Oklahoma. City, Oklahoma 40 irides.

PENNSYLVANIA

Chcyney 425

Contact placement office: James Peal, 390440,
Ext: 320, Cheyney, Pennsylvania 14319. Inter-
national Airport 40 miles.

Lincoln University 200

Contact placement office: Carl F. 'Brown, (215)
932-8300, Lincoln University, Pennsylvania 19352.
Philadelphia Internauonul Airport 45 utiles,

scum CAROLINA
Beemiliet College SO
Contact placement office: Willie Williams, Harden,
fk Blalading Streets, 779-4930, Columbus, South
Carolina. Columbia Metropolitan Airport410 miles.

South Carolina State College 250

Ce-atact placement office; Mn. Daisy Dunn John-
son, 534-6560, Orangeburg, South Carolina 29115.
Columbia Metropolitan Airport 42 miles.

TENNESSEE
Fisk University 235 .

Contact placement office: Philip J. Winkfleld,
Heritage House, 17th & Meharry Blvd., 244-3580
242-243) Nashville, Tennessee 37203. Municipal
Airport 14-16 miles.

Knoxville College 173
Contact placement office: (Miss) Carolyn Craw-
ford, 901 College Street, Northwest (615) 546.0751
Ext. 249, Knoxville. Tennessee 37921. McGhee-
Tyson Airport 13 :rules.

1Latie College 200
Contact placement mace: Mr. Kapel Kirkendoll,
424-4600, Jackson 'irwsitee, McKellar Field 7
mffes

Leitleyae-Owen 142

Contact placement office: J. J. Williams 1107
Walker Avenue, 945-6626, Memphis, Tennessee.

' Memphis' International Airport 10 twist.

.4

TEXAS

Bishop Collep ZOO
Contact' placement effice: W. L Rom, 15$?
IllimpsoeStuart Rd., PRO-4311, Dallas, Term,
Lovefield Airport 20 miles.

Hasten-Tithinon College 1111

Contact placement office: Mrs. Lavas Italhell,
L Eighth Street. roma, Ext. '411, Aaron

111estas...Mtmielpal Airport '4 Wien

JarobThrbtlan CelleavM1
Contact placement of*: Jamie 1. Donaldson,
768-2841, Hawkins, Texas 75763. Tyler, Titus-
Municipal Airport, Pounds rum 20 miler"

Touts College IS
Contact placement office: William K Ammons, 17,
3404 N. Grand, (214) 5034311, Tyler, Texas:
Pounds Air Field 8 miles.

Texas Southern University 164
Contact placement office: Mr. Elva /C. Steward,
3201 Wheelti Street, (713) 523-0611, Ext. 206,
Houston, Tweak Houston Intercontinental Airport,
30 miles.

Wiley College 107
Contact phicementi office: Bishop' B. Curry, Jr.,
Wiley College, 1214) 9354157, Marshall, Texas.
Tnns.Texas Airport, Longview, Texas 25 miles. ,

VIRGINIA

Hampton Institute 400

'Contact placement office: Fret G. Scott, East
"Queen Street, 723-6581, Ext. 22$ Patrick Henry

Airport; Newport News, Virginia 15 miles.

UM Paul's College 73
Contact placement office: James B. Cooley, 6411-
3111, Ext. 44, Lawrenceville, Virginia 23868. Byrd
Airport 75 miles.

Virginia State College 125
plament office: Mr. Alphonse McCain,=ce1, Byrdfield Airport, Richmond, =Virginia

22 miles.

Virghde Union University 615

Contact placement office: Philip H. Brunson, Jr.,
1500 North Lombardy Street (703) 355-0E37,
Richmond, Virginia. Byrd Airport 10 rails*.

Number intik:etas 1070 graduates in education.

The following lists coital: suggested La& paieens, ormalistiens and aowspapmeta-lie appreadril lee
seneeritiAg teachers, toemmiors and administrative personnel -

MR. JOE L REED, Executive Secretary
Aletiarne State Teachers Association t
853 Thurman Street
Mbrugoinery, Alaba 36104
(285) 263-0511

MR. T. E. PATTFASO Executive Secretary
Aficansas Teachers tion
1306 Wright Avenue 1.1
Little Rock, Arkansai 71266
(501) 375.2321 'I

NATIONAL

DR. H. E. TATE, Executive Secretary
Georgia Teachers and Education Association
201 Ashby Street, N.W.
Atlanta, Georgia 30314
(404) 522-7512

MR J. K. HAYN'ES, Executive Secretary
Louisiana Education Association
1335 N. Boulevard, Box 1767
Baton Rouge, Louisiana 70621
(504) 343-1306

PM II -39-
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Mi. RON KI1EUI Aaiun, Director - PR & R
Florida Edueorme As-ii-otton
208 VTPensov-01 St r et
Tallahacsee, Ford ',MO%
(901) 221-1161

R. E. P. PALMER, Executive Secretary
North Giro! r-.' Teachers Association
123 E Iforrti.tr'frai,t
Haleivh. NQ-1:11Coroiln i 27C111

(t19)

VI 1- SOLOMON, Associate"Executive
Seern.'-ry Dixector of Special Service,

Sputa Carolina Education Association
=21 Zmale:est 1)rwc
Ct._mhia; Boutin Carolina 29210

(893) 779-3470

M.R. FITZ TURNER, Director of 'Special Services
Ihrgira Education Association
I IS S. 3rd Stre:#, Gamble's I HI
'RiCI"'7';n'l. Virginia 23210
(703) C1'7,-IIS

NEWS "A

Alabama
Birmingham Mirror

California
Los Angeles Sentinel
041:land California Voica
San acgo Lighthouse
San Francisco Independent

District of Columbia --

Washington Afro-American

Florida
Jacksonville Florida Star -News
Jacksonville Honda Tattler
Miami Florida Tir-iles
Tar npa Florida Sentmel-Bulletin

Cleorci3
Atlanta Daily Wortd

-VcIdosto Telegram

Illinois
Chicago Courier
Chicago Daily Defender
Chicago News Cr.e.,..ider

Indiana
Gar/ A_:. -,can
Indianapolis Fecerder

Lousiar_a
New p rlrans Lnuutona

Baltimore Afro - American

Massachusetts
Springfield Sun

Michigan
Detroit .",lash --,an Chronicle
Detroit Tribune

Minnesota
Minneapolis Epokesmt.n

tN TUB

MR C. J DUCKWORTH, Executive Secretary
Ntiseteinnt Teachets Association
7.37 Lvnrh sue-,
.7priccon. Dat,,;Nstima 39P03
(()1) ;1;1-5111

Dn. 1rFrbrOJ1 MenANIEL, Executive Director
enmmistotan on Democracy in.llucation

rem+,

Tev,1 7511(1
"ill

JOrlrPYI L. HOWELL
7#1 Berea:eh Council of the Crest City Schools
le"? I! Street N W.
Vr-bineton, D C 20906
( "1') 291.701

u.s7wr.'ai CHtCULATION ovrn men

Tvtin Cities Observer
St Paul Recorder *
St Paul Sun .

Kansas City Call

Nebraska
Omaha Star'

New Jersey
Newark New Jersey Herald News

New Yo-lt
Brooklyn New York Recorder
Buffalo C,iterion
Buffalo Empire Sthr
New York Arnocrdam

North Carolina
cha1ott4 Post
Durham Carolina Times

Carol.nia,n
Vidrniagton Jo' rrtzi

Ohio
Cleveland Call and Post

Oklahoma
Oklahoma City Black Dispatch

Pennsylvania
Philadelphia Jr dcpyndent
Plidadelph a Tribune
Pittsburgh Courier

Texas
Fort Worth Mind
Houston Forward Tunes

Virginia
Norfolk Journal & Guide
Itionmend AfroAmerlean
Roaooke Tribune



It.IW BLACK FRATERNITIES MI5 soncritrrins-
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Fraternities

Alpha Phi Alpha
4432 S. Parkway.,
Chicago, Illinpis t0653

Kappa Alpha Psi
2320 M Broad Street
Philadelphia, Penrisyis,ania 19132

Omega Psi Phi 4 .

107 Rhode Island Avenue', N.W.
Washington, D. C. 20002

Phi Beta Sigma
1105 Prospect
Brooklyn, New,york.11213

AIphA Kappa Alpha
'5141 S. Cli enw ooti Avenue
&mg°, Illinois 60615

D"Ita Sipma Theta
11'14 .14 Street, N.W.
WzAington, D.C. 20036

Sigma Gamma Rho
2515 Ethel Street
Indianapolis, Indiana 46209

Zeta Phi Beta
1734 New I lampshireAvenue, N.W.
Washington, D.C. 20009
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REQUIRED READING
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art Of'Peduri4 fwe'rff
IEMPLOTD=11 KPPLICATION 41-

IITIFICST= P=0:11:73.

PLEASE NOTE,: Stake an entry in every ewe.
flee Nif. if it does not apply.

L x Mn.. tam. rm. UM Name firr* Name Immo tutae emu! mew* brow

S. Keine§
Tenmority

MAW mid Street

Permanent
Number and titzvei

L If* L Birthdrde

CR7 ood Slats b Cods Arm Cods Teisparae ihreser U. MUM bel

0.17 and RUM so Code Ana OM, Tobobane Mist Dow

Alootb. Dm. Year
L Art

I. a. Marital Statustook e. Spume's iirst Name
Married. Divoned. Buparated.

Middealleast- re. d. Number of AS*

T. a. Freida:I for Witich'Appileation is Made. Subjects. or pada should be Meted in order of perfumes

L What extra curricular activities would,yori be qualified to conduct?

a. What** your hobbies or evocations?

S. Echieatirau Full information and dates are required.

MOORS AMEND I NAM AND LOCATION POOR INIPUSFAA
OR NOM

' DATES WINN
GRADUATEDPROM TO

112.1=rtArt

ICON .

COMM* Olt
ONITTJUILTY

. .
.. -

-. ..

REIRARMATZ SCNOOL I
.

.

OTROS SC11004

S. Demeribe the Struserets mantis you now bold. if any. File NO.
You must im otteute tor s bibelmota

bertlfleato to I. considered.

rOsmOm Level. OP I LEVEL OF CERTMCANON
STUDENTS ORANTED

otsairriOrt OF MKT 1 DAM IWO DAR OF .COIRATiON

.

. ...

.111
4m'

(oval
St fist e.ra rift.nornow-ist

- Tins AppwciTtos wru. s Pribc=tS =LT rr All ENTRY is MADE zig gym SPAM.
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proette tea nags Merlon with three years or more ef teeettlWil megrims; used sot complete this garden.)
ow Mo SCA001, IN %TAMA

PIPACT1CR TRACMINCT WAS vows NAM. OF COOPFRATIMO TRAMS
GRAMS 01

RIAUTCTS TAU01112

OARS WIOR
WOWS

TIOtilli
POIWTAIPROM TO

College Suporrizor(s) (Narne and Addrea)

I.

t IL Complete history of experience after graduation from high schools This information is used to determine beginning salary, It
your teaching experience has not been continuous, indicate in detail what your occupation was during the time you were nut
teaching; for example, business, travel, rest, armed services. Do not include tune spent in study which is shown on other side.

ACCURATE ANA COMPLETE INFORMATION IS REQUIRED

IMPIOUS ADAMS, CITY, STAY!. ZIP COO!
GRADES OR SUSTICT3 TVOAT

02 WORK DEPERifPla

CAT', 140.05
MONO'S

TIM/
*Mt PARTPROM TTO

_...,

. .

,

4 Please attach additional sheets listing special competencies. work experiences, etc.

12. Referents: (A) Give names of principal in each school system listed in Item 11, (B) Include names of supervisors and/or
consultants who know of your teaching or Work experience.

HAMS
PASSIM ADDRESSrim CITY, SIAM ZIP CODY

IttLATION TO TOUR WORK
POSITION LOCATION

. .

. /

13. Military
DM= of Service Cam%

U. Have yob ever applied for a teaching position in Minneapolis" Refuter Roserve.-- Dates
--=Transcripts and Recommendations mil t be forwarded to our office as soon as possible. No action will be tekon en your spite.

aliea without them. Most Placement Gideon do not include transcripts with recommendations.

13. Have you ever been convicted of a crudinal °Cense?

Externs */ Ptoehorged

111. Have you secured from the registrar and included or sent us your transcripts of work takent---(Penell fts incomplete
courses OA transcript)

Training
Credit

Experience
Credit

Military
Credit

Entering
Salary

(no set writo this sweet

17. Have you notified your college Placentent.Bureau to send to your reconunendatimul
IS not, please do.

18. Have you ever taken the National Teacher Examinations? If so, please Include
a copy of your scores with this application form.

IS. Are you under contract to another school system at the present Unto? if Yrs.
gelease must be obtained before gn offer can be made to you.

II appointed. when could you begin work?

21. Please Indicate if you decided to apply because of any of the following:

Recruiter Other. Please explain

I VERIFY THAT THE ABOVE STATEMENTS ARE TRUE AND FACTUAL.

Date Signature of

THIS APPLICATION WILL BE PROCES:=

sw.

t516
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APPLICATION BLANK
FOR PROMarIONAL:POSMOMS

4

I. NAM

.4

MI. NIL. MIM 1441 NAM

E. ADDRESS

MINT 111J4111

MY MO AND MUST "5 (IMAM* *TATS

TELIDIMONIts HOW4.4

E. eurromiar MOM SAT

4. DIORMATTON

Malltai Status

SUSINESS
AMA

MOLL 111ASNI1110. ,14170Ctlf meows

b. Malden Naar 4

c. /baboon Name

d. Number of ChIldron_, /IMMIN

Agra of Children -

L *ear Dopondentr_,

APPLICATION rotisu

Anbrant Director

0.1 A 13 ant MOMentaill rkapal

Asistont Secondary Principal

Counselor

Con's/Marlin

_= erector of

VP coos

OE11.1,....
It'

P

Protect Admiaistratai

Other (Specify)._

TNs application must be accompanied by a complete transcript of credits and should b;-,
atoned to the Director of Personnel,

(1141741) le.rIMrOMMCrift; aP
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13. THtO SPACE. MAY SE USED FOR ANY ADDITIONAL INFORMATION WHICH YOU WOULA LIKE TO HAVE ortirkz
(Ayr/4cm *ClOrnott*us4arre. moutotO)

- ,

. .

railk OFFICE USISONLY

t

.r

I /,4
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Applicant

PERSONNEL ,DEPARTMENT

\ CONFIDENTIAL REFFRENCE,

Name

Position

Referent

Na

Address

THE ABOVE NAMED APPLICANT HAS GIVEN YOUR NAME',AS A REFERENCE. PLEASE'COMPLETE

THIS INQUIRY BLANK AND REtUllisi IT IN THE 'ENCLOSED ENVELOPE -AT YOUR EARLIEST
CONVENIENCE, ALLINFORNIATION WILL BE KEPT IN STRICTEST CONFIDENCE.

2.
SINCERELY-APPRECIATEatOUR 'COOPERATION IN THIS _MATTER.

PERSONNEL DEPARTMENT

a (Indicate with a check mark)

Personal Qualities
Superior

Above
Ayeragd _-Average

Physical health
Emotional poise\
Appearan
Friendliness
Sense of humor,

Attitudes

I -
L

Below
Average

Unsotls-
factory

L'
I

&Slew* tresuggfstions`
Relations to co-viorIcers
Interest in pirfessionai grosstit '

what relationship did you have the opportuniteo form a judgment of this applicant's work?

I

What is /Was applicaneeposition.in your system?

Give actual dates of employment. ?Month Year to Month Year
.

y dic1,the applicant leave your organ' ion?

Was the applicant any disabilities? Physica __ Mental
(If yes, please eakpiain on reverse side.)

N4ould you re-employ this applis,vit'
. . (t2

TI 'not,

.

4 ,,;;* - , .

,s !la, !she con,,i;lored a culio4 tti .1, Ns or' or in his trade?_ _
,.

4.

Sirnkture
keile re% Cr st je lot ConweAri-on II:1.01A r 1/11,;N .'r fin additiosal ilfrortiu:1

INQUIRY IAA NK
039 (AA 4-69) v, it..a

:

,-.
0 211 PM II-48



INDEPENDENT SCHOOL DISTRICT #000

POSITION DESCRIPTION: Coordinator: Pupil Personnel Services
,Oirector of Sieci'al Education)

4
TERM & REMUNERATION:

1. The'length of contract for thistposition shall be 48 weeks.

2. Remuneration shall be commensurate with the training and experience of the

-candidate. This-is expected to be in the range of $16,000 to $17;000 for

the contract /ear:

RESPONSIBILITY & CERTIFICATION:

1. The Coordinator of Pupil Personnel Servides shall be directly, responsible to

the Assistant Superintendent: Inseructinn.

2. The individual shall be properly certified by 'the Minnebota State Department
k s0education. .$

-

TRAINING & EXPERIENCE:

1. Minimum of a Masters degree With a major in Special Educatipn. Highly desir-

able to have tad undergraduate and graduatEpraining in Special Education,

Remedial Reading, and Special Learning pisabililies.

4
2. Successful teaching elperience in the shove areas.

gt,

........,1

3. The ability to accept leadership re%pOnsiblItty in working with school .

_,

personnel. `,..1 Ig'" ''. "
4. The ability to work with and to t

N.

tifOrm.the Citizens of our school district
I

.1

-
concerning this phase of our SchoOl. ,

e

._
..,

411tPRIMARY OBJECTIVE Of POSITION:

x 4 4

1. To plan, supervise and oofflrdinate special education and staff service personnel

and programs designed to identify. and provide for the special personal and ,_ "

educational needs of studenEA'at'all grade levels.
#- ,

MAJOR'AREAS OF ACCOUNTABILITY:
41

'' 1. For a dose workIng relationship and communication with the Director, Principals,
andCoordinator-CurriculuM K-12 throughout the District to assure their parti-

cipation and understanding of programs, so they will make effective use of

various staff services available.
/1Informs admini'trators in advance of cOntemplatedipolidror procedure

changes whisaPmay affect other,khases of the school program.
..

4. ,

.

2. For identifying through special staff personnel the in tual, physic.al,

social and emotional problems. affecting student,suceess he classroom:
. .

^. P

PM Ii../60 21
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3. for encouraging and coordinating the participation of the instructional:

staff with parentsoand administrators in the Aevelopment of special programs

designed to 16bsen the number and intensity of such student prbblems.

cx

4. For placement of educable and trainable pupils within the District.

. for participating with the Coordinator K-12 in development of curriculum and,

instruction programs fpr educable and trainable classes.

6. For supervising and administering tutoring programs for emotionally disturbed,

visually handica hearing impaired, physically handicapped pupils and

pupils with spec learning disabilities. 4

7. For planning and. directing the placement of the physically handicapped in

District schools and in other community agencies or schools.

8. For preparing the necessary reports for the State Department "of Education

covering the varigus special education services.

9. 'For planning, administering and coordinating pupil tfising programs at al,

grade levels.'

10., For plannin and projecting the staffing and facility needs of th'e Special

Education S aff Services Department within the School District. 41

---The Director, Principals, and Coordinator K-112 will be consulted in

such planning to assure a coordinated and effective program at all

grade levels.

11. For defining the role Of each staff member assigned ad each may proceed with

certainty to perform their delegated responsibilities in an effective manner.

--Communicates to other administrative staff members in the District

the responsibilities delegated to the special and staff,personnel so

as to develop the understanding and cooperation of; such administrators.

12. For erving and evaluating the performance of staff personnel as a basis fol

counseling to improve their performance and to command as tay be justified.

C

13. For participation-in tiltselection'ok new staff members and to provide

appropriate orientation and opportunities for in:service training?

. /

14. For directing or preparing proposals for government subsistence programs re-

lating to special education so ai to increase the educational opportunities ft

students of thin-School-District.

15. For making recommendations to the Assistant Supe?intendent ortany" matter

&which will improve the educati9nal opportunities for4Rtudents in the District.
w

16. For kee ng the Assistant Superintendent informed of all important develop

ments w h he will need to knowcto function effectively.

17. For perrorming other.duties and assuming dther 'nesponsibilities as delugated

by the Assistant Superintendent,

.

5 22
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COMMUNITY SCHOOL RELA ONSi

1. To actively particip
..

ie 'and encduragp the staff members tolmrticii,ate in

business and communit groups is a means of developing understanding and

support for the' schools' programs. ' , ,

2. Personally participates in rent conferences iltspecial gases.
._ -

SUPERVISION OF OTHERS:

Direct supervision of personnel its the following classificattbils;

Special Education
RewdiAl Reading
Speech Therapy
_Social Workers

Psychmlogist
'NurSest .

Title I Teachers

e

Apart time Tutors apd Teachers of pupils with special

learning disabilities -

WORK DIRECTION OF OTHERS:

I

As required to accomplish the defined objectives of this position.

1.1

'1

4

PM II2-51
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Personnel-Department

REFERENCE FORM: APPLICANTS FOR COUNSELOR POSITIONS

CANDIDATE NAPS 0? SCHOOL

PRESENT POSITION

The above person.is being considered for a counseling position. May we have

the benefit of .your observation of this candidate? The informAisn: you eomplete

may be shared with the candidate trehe/he.so requests. *

PERSONAL QUALITIES

These are Cedirable personal characteristics of counselors. Pleaselpheck

the four (only four) in which the candidate is especially strong..

1. A.warm friendly attitude tevard pure people utieh makes them

come to him/her voluntarily for help.

2. Ability to work in harmony with others and to create a feeling

of good will with teachers, parents and employers.
Good judgment, common'sense andobjectivity in meeting situation°.

4. Initiative, enthusiasm and drive.

A good sense of humor

6. Epotional stability and maturity,

____1. "Sensitivity to the reactions of others.
-.-- ,

8. Capacity for*being trusted by other's lability to eJallish
-.......

confidences.)

COMMIS : -

Of the above personal qualities, which do yoix feel are the candidate's

that might nded strengthening.

J

Other comments on traits not listed above:

PM-II-52 524



COUNSELOR ABILITIES:,

JFillosimare some-of the desirable abilities of counselors:

1. to select; administer-and intetpret tastes ratingscales and
personal recordsas a means a understanding pupils and their

problems.

2. to provide accurate and adequatoinformation-about coureee needed

in order to help young people Olan_thoir education.

'to supply-information about/ 'occupations, induntry and employment

possibilities in order to help young people with vocational .

planning.
I e

to be comfortable in intwiporsonal rolationshipo dto to ability to

understand and accept himool2 end °there. y

5. to-rots:sal effectively with young peOplo rogarding their perbonal

problems and the vocational-mmd educational plans.

6. to give leadera}4p in building a strong guidance program in, Which.

all the school staff will participate.

7. to effectively handle school records and routinsf-andtlotails.

Which of the above have you noted that tip candidate has put into- practical

-application? (Give illustrations - you may rctcj to abovo by nuMhor)

&
Wherein have you noticed that the candidate has missed-the opportunity to

use the above abilities in classroom, homeroom or about the building?

PM II-E52
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While you hays known this candidatn, havn'yon noticed arty indication of

disability or disorder? (Answer Yon or No)

Physical , Mental 's Emotional

Please rate thin candidate by checking (SI) one of th' following statemeittst

1. I believe he/she is a superior candidate and should be given

serious coridideration for the position;

2. I believe ho /she is a'qesirable.candidat4 for the position and

I vmouldbo satisfied to havo him/her an a counselor.

.1 believe he /she has abilitico -end qualities needed for the

podition and srould be acceptable it no one better in available.

Z. I,believe'the candidate is pot ready for consideration at this

time.

I do not believe the candidate, due to cortain-inherent character.

ieticsj will error quality for the position.-

Further comm=t1L.-

Rating by School

Present Position

For how many years have you known applicant?

What was your position during this period in relation to this candidate?
*



REQUIRED READING

=1241....,AIIDTCAPPER

PERSONNEL DEPARTMENT

cfr-rron .sprrmr

TN :TIC=

A. Comilete the personal data on the answersheet.

D. Select two qicetiens from those lfnted below nod indicate the metione and fore

nunbdr in thshepaes provided on th, answer sheet..

rad in yams*: 13 2 .*rmi ti At:CT Cr; inritotn Mt T1 in*vitsz.

C. Despond to the'quisties'inihe trate protided on the atevre sttete_

D. return the question sheet wad the answer sheet to the interviewees.'

D. Tour rawer sheot will h included in you agliaativitoltler for review by

the ocreenin: coemittcer--

fre ylttf,TMARICITIrtifill7

1. Describe what you =cider to he tmpertant bile that you 'an a
special clam teacher would ebecribe to.

2. Describe in general the techniques ani mettle yeu would ace in diatinesiig ,

mentally handicepped younzsttro etreezths aril wemknenees in the academie areas.
(km.wer the guecti6n-geed upta the egelegol.fer which you are.enlyirli.)

3. smelly handicapped yon tore as a group exhibit a number of characdristies
that differ from theinornal. Fleefe 14st some of thee, chqacteristies and
State her you would dealwith thys'in-your teaching.

4. It is often eteted that succene is important to the feeling oaecomplishment
' for mentally hondicapped yeunzsters. List gene specific.mr?lev olhow you
would develop eucet10 xpericacta for youngsters in'your clacereee'

3. hehevioral,problens ere: not unusual in a elans.for theAtentallykendienned.
Fleece disc= some techniques you feel would be helpful in dealinq with or
preventing behavior problems in your class.

Ditivibe whet you eeesider tebe the value of opeCiai glace placement foe
centally/msdicappod youngster*.

V. 1utegratita of youngster, is rerei,ing mueh attention in the field of specirl
education today. Deeeribe arms of the benefits of inteo-ating Erato:11y handi
expred.pungstere with so-called cereal pere.

V
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IVCTMICTIO35:

PhiXIAL 11.3 ;11KG &

0,M1, ; 1.1z,n1

A. 'Complete the personal data on the answer ef^1t.

D. re)est two questions ix-cm these listed below nrd indicate tha questions and form

nerAer in the space provided on. the answer sheet.

Thin ie TORN ro. Std? 1 . 03 ACOtT lorc: rku. EOM FOR Trs sxmcum.

C. Despond soothe questions in the apace provided en the tuvrder sheet.

D. return the question sheet and the answer shwit to the interviewer.

C. Your Answer sheet will be included in your application folder for review by

the screening cormitteo.

rtstt_srpo noT tirnK on THrn FF7r7

1. What is the role of an au-n teacher nseigned to a staff? Eminin.

2. List scme' characteristics of an,SLDP child.

3. List scan cf the special reading techniques usod to ronediete a sorioue

reading disability?

4. At whet age or grade level should we become concerned if n child in sot-

sphiaving? Lxplain.

5. Pow do you perceive the SUL'S> progrem?

6. As theSLE? teaching inn building, list some wars in which you might aid
the classroom tcocher.

7. flew im:lertent, do you t ink it is that the building "toff underetandithe

pro:_:-:? Explain.

1

528
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INSTRUCTIOtIS:

QUESTION SHEET

f

SPECIAL LEARNING
BEHAV/OHAL PI:011Ln- 3

A. Complete the personal data on the answer sheet.

B. Select two questions from those listed below and indicate the questions and form

number in the space provided on the answer sheet.

This is FORA mo. SLBP 2 . PLAN ON ABOUT orm HALF HOUR FOR THE EXERCISE.

C. Respond to the questions in the space provided on the answer sheet.

D. Return- the question sheet and the answer sheet to the interviewer.

Z. Your answer sheet will be included in your applieation'Solder for review b

the screening committee.

?LEASE DO NOT MARK ON THIS SHEET

What plans could you implement to make the building staff aware of the
studenti disability?

2. Do you think it is necesaary to conference often with the classroois teacher?
Explain.

3. Do you feel, you have'the ability to relate well with moat students? Why or

-why not?

o'
4. Bow do you determine where to begin instructions with a student who is not

achieving?

5. De students who exhibit deviant behatior affect ydur ability to teach?

Explain. "

6. Indicate some sethods'or.techniques you could reconSend to a classroom'
teacher in the area of curriculum modification for an S.L.B.P. student.

7. Compare the philosophies of 1.)- the S.L.B.P. teacher working ix an isolated .

setting -vs- 2.) the SLBP teacher working within the classroom.

r

9
PM I r-51.
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REWIRED RADING

ste

10

Personnel Department.

GUIDELINES FOR COMMITTEE PROCEDURES in SELECTING PERSONNEL

Below are somesuggested guillines for implementing the committee process when
screening applicant- for positions in the

APPOINTMENT OF THE COMMITTEE

The screening committee will:

1. be appointed by the appropriate superintendent from a list of names
generated by the administratov(s) in whose department(s) the vacancy
exists ar4d will include a representative from the Personnel Department.
The superintendent may appoint individuals other than. those suggested.
The representative on the committee from the Personnel-Department Will
serve as the chairperson who votes only in case of a ,tie vote.

2. be composed of an even number of members (generally not more than six)
which include' representatives from the department(s) where the

vacancy-exists, as well as, representatives from other disciplines and
'divisions plus the chairperson, who is the representative from the Personnel

Department. The membership composition shall reflect a policy of non- .,

dis6inination.

3. include 'interested persons in the community whenever appropriate.

4. not-include the administrator responsible for the supervision of the

candidate selected. This administrator should review the files of
the applicants, prior tp the initial screening for the purpose of
determining eligibility of those applying).

PM 11-59
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FUNC16S of the PERSONNEL DEPARTMENT in the COMMITTEE PROCESS

The Personnel Department
.

1.% write a job description .with the help of the department involve! and

- publicize the position to be filled.

2. y wer questions and supply application forms to interested parties.

3. proe4ss applications :

(a) collect supplementary data (credentials, transcripts, etc.)
(b) request references for all applicants.

*

4. amhle the completd filen on the applicantn and have thp committee
.memlo!rs veview them-

5. notify applicants who will not become Candidates.

5. arrange the interview schedule, generally one-half hour for each.
.

candidatid. (exceptions dre the procedures for screening assistant

principal and counselor candidates.)

inform-tandidates of the date, tithe and place of the ,interview and

"verify their acceptance of the interview appointment.'

FUNCTIONS OF THE CHAIRPERSON (Personnel Department Administrator)

he chairperton will:

.

1. contact the supervisor to request him/her to review files for( alglhility.

2. request the committee members to review the files of the
independently, and recommend on The tally sheets the applicants 4ho

should be rormairy interviewed by the committee.

3. review the tally sheets and on that basis determine the Candidates who

Will be invited for, an interview.

4. provide each committee Aember with a folder prior to t14 .interview,

cohtaining:

a. interview forms_
b. rating sheets

4
C. note paper
d. other pertinent material

5: meet with the committee just prior to the interviews to explain

procedures and the role of.each committee member in the screening

process.

r01
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6. introduce 'the,candidate' to the membe of the committee, make openint'

statdmens'or leediig Tiesti6ns o,establish a yorking relation-hip

)between dandidate and the cosMitte and ac; an moderator to'ulinta:n

,tiMe'schetzle fos'each_iiltql;vdew.
4

ff.

IW

7.. ' hOid,1 summary se7; ion immedilfelv following the-last into iew for the

Vurpo:;:e p rxlkipf',eandida'tes anci'ef,tablishing'a rat* order 'f

implied, tirecommendatOn will be mite to the app/:orri:Ite suporintiAent.

iv'

JUNOTIONS-of tholgiiMMITTF%

.
The committee

8: notify the candidates Of the committee':, deci-Aon and send thank ynit
lqttem.to each eomilittee member for their partirip.ation, if the

eomiud-litee'l'i', 'top! :";

sd

S

1. review files of applrcahts-lnependent !whenever possible,. ands retortuitvhd

those,4plicants Wholte to 'Be.inteire as candidates for the pcx,ition.
# i '4

4,

;
; ,

4.,
2. meet.Ttit the candidate'forraPproximatelS*-25,minutes and 'assess 11'1.:1/her

accepter y for- the position-: _The lasttfiVII.Minutei of the .time period

is reierNied for writingon ,the intexvieW;Urm4a !Mort ..e.sumtof imrrion:
gained: These 'Interview forms wi,11,be destroyed after the ratingser\'
been determined. .

3.: after all interviews- have been com preted the committee will rank ordcr all
..- candidates.c''

'- 11
ot o-t.

111

)

pa0Akipate in a summat ascertain if a recommullation ;4i11 be madf.
to tie a2prote <' erin,1:endent as.:a-repuit of the ,interview:. It 1:.

-41fenti el po:.s_z,i,e tha o recommendation can ,be made other than to Lon-
.

tin earcfring for an accetab.le,,eandidate., 4 , %
0 . . N 'f, p

'manta -in confidentiality,intregard to discussio & carried on durinr tfol

sicreeninlq 1-;_r_or.e;s ND committee member will indiviciuully aiC:11-;:; the

if4, 4 resiSlt!, of thlinterview, the summation, or other pertinent informdti,on

,
with an'applicant, a candidate pr ,others outside the committee, v

. z

',

-

StAnding committees who screen.eqementaryisecondary assistant principalchipn4and
counselors'will.con.tjnie with present A,actices where diAterent 'from thoLe out-'

. ,
- Ai"lined ahove beegusie, of the'seminar aspect of these sessions.

-

Qeneui ?Creaming ,comitees stablishedlpfor screening tea4ing candidat'er, for
iniTTM ftlo;ment.will etollpliow current procedures whet'? different fro ho P

OUtliarOabOVe. - 41
.k

'qr. -- IL.
f . I

v
.

..#
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EVALUAT I al

NAME '

1

atit?
4.16

,.
a DATE..

Complete this evaluatidn form based on the'eiercise(s) you have listed
helo* and return it with your assltnment for this section: An envelope

is provided.

.-

OBJECTIVE TITLE-

EXERCISE NABER(S)

EXERCISE PACIENUMBER(S)
MP'

I. COURSEI4ATERIAL - Circle the response indicatifig your Level - of agree-

mekt with each statement-- .

1. The course material-is weir
organized and developed in
coherent sequence.

2e The length and scdpe:of'the
coutse material'was,adeluate.

3. The course material-clearly
conveyed aestcaCt concepts
and theories.

4. Basically, the course material
provided me with rearning and
learning tools which were new
to me. .

The style 4/I./citing was clear,

concise and interesting.
.

6. The coursmiterial provided
.

me with activities which were
practical and not m'ake.work

activities.

7. The course material is
closely related to the

objectives.

4

3 5

1

.& V 0Nei., 4V42 00
e 4,7 ,t, 11,

).., 0 b .iv
02 4S.

1. 2 3

1

31

4

c4ocq4L/
F*2

4



8. What would you do to improve this course Material?.

44,

. A - V
II. REQUIRED, READINGS./ .

--, ,

1
. Which reading in the lesson did you lind most helpful, _(lndicate

by author andytitle or by numbd of reading.) How were they

#
,

helpful? ,(A -few words, such as "background" or "understanding"

Will be sufficient) -, )..

st.

sk

I

°

./

MN,

A. List any of the readings that were not useful to you and tell

why they did not meet your needs (The title after the appropriate

word will be.sufficient):'s

Nothing-new;

Inaccurate:

Redundant:

Hard to Read:

Hard to Understand:

t.

3. Put-a check in-the proper space. would recipmmehd:

A) more.or otter required readings

..111= B) fewer or other,required readings 4

C) no change_in the required readings

5 3

0

5 .

-

.



4. Would YOU prefer an assignedteXt(s)?

! . .A) Yea

10 in

If yai,-can you suggest any?
-4

,

III. WRITTEN ASSIGNMENT - Circle the response indicating your level-o

-agreement with each statement. ;
NP

4

0 1,Afg*
4.1

1. The assignment was clearly and

unambiguously stated.

2. The length of time required to
complete the written assignment

was reasonable ,

3. The written assignment really
gave me an opportunity to .

sow what I had learned'.

. The.written assignment was act
a make work activity, it was
somethoing-I presently do.

1

.

1

2

.

2

.

2`

_

3
, --

, ..

3

3

,

.

4

4
. ,

y4. ..-

. 4

,

. -

.

le

5

".

P

-

5

,

.

-5

.

.

5

fe.

5. What would You oto improve the written
lesson?

I

for this '*

.... ,
. . _

. . .

6.; Were other materials required, in additionto those provided, ,Tor
completion of the exercises? If yes, please list them., .

.1*

537
w
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PREFACE

00 .

PERSONNAL MANAGEMENT is one of three courses in the Special
Education Administration Trainijg Program. The training was
developed as,partof a three-year project, and this is the first
application of its competency-based education model. The course

materials are designed so, that revisions can be.madt according to -
objectives and the instructional needs of the participants.
Studedt, course author and.pre/post test assessments will contibute

10.

to the evaluation and subsequent revision of this material.

The competency areas `for the personnel management-course were
empirically derived from the job of the special education adminis- *A

trator. Although additiodal competencies may be needed.in a specific
position, the following'areas were determined essential for your
performafice-on the job:

Staff Relations and Administration
Recruitment and Selection of Staff
Human Resource ilaphing 4

Staff Development
Evaluation of Staff and Administration 4

Each of the above has been independentli designed so that the
personnel management ceurse can 4glopilored to meet your needs.

In addition, the competency areasIMPEntain the necetsary materiels

,for instruction, including course author material, written questions,',-
evaluation, sample forms, and reqdired readings.

Any questions-you have o; probleL you encounteT-with the
instruction material should be disFussed with.the field consultant.

This will facilitate youilearning and provide input for mod4fying
the instruction to better meet your needs aaha special education

administratdr.'

4
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0

INTRODUCTION

"The highest_and"best form of efficiency is the spiptaneous,
Cooperation of a free people."

Woodrow Wilson
, ft

-"Only in growth, reform and change, pardoxically enough,
is true security to be found."

,Anne Morrow Lindbergh

The concept of personnel management is relatively new; it is
just recently becoming.an. entity of it of.wn in an .integrated .

organizational structure -in business, industry and education.
Among the first efforts to study working conditionsv(jtoethlesberger
& Dickson, 1939) were the "Hawthorne Experiments," undertaken in
the plants of Western Electiic Company in 1923, to determine the
effectof.physicalanvironment pn productivity. 'The resalts were
inconclusive, but they pointed-to the fact that the problem was
more socio-psycholigical in,nature. This conclusion led to ac
aeries of further experiments in the 1930x. Prior to that time,-

. little consideration was given.to the human factor in employment.
Perhaps, it was the labor shortages which developed during, World
War I in this country that revealed the magnitude of.the problem's.
As d-Consequence of labor shortages,, theigovernment insisted that
personnel departments be estlb'lished in plants manufacturing war
series. '(Meggison, 19/2) This requirement gave a considerable

to the concept of the".management of human resources. However,
ems probable that the treaiest single influence'on'the employ-
function ed from the establishment of the Committee on

sificatio Personnel in the. Army. The committee operated
on the basi sumption that manpower was not solely a function
of numb t also of appropriate skells. Consequently, personnel
speci cations, based _upon an analysis and definition of duties and
'responsibilit.ies as well as physical, intellectual, educational and
-te-chnical requirements were-re then tes_tpg, interviewing,
and rating sustems were set up for proper selection. (Meggison, 1972)

541
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In spite of the Great Depression in the 1930's and resulting unem-

ployment, labor made great strides in humanizing the role of the worker 4
during' this period. The most significant piece of legislation related

to this liberalization was the National Labor Relations Act of 1935

(Wagner Act) The Act_ legitimized the concept of compulsory collective

bargaining, th reatly increasing the power of labor and unionism.

Again id the 1940's, with the advent of World War Il, labor

shortages created a situation simildr to that of World War I where

concessions were made to the worker-in return for services. The

government instituted wage stabilization measures to.:curb the inflation

Which, in part, was due to the activities of many companies holding war

contracts., Although the war contracts were drawn up on cost'glus

basis, in order to entice and-thid their workers the companies made

many toncessions'fn terms of fringe benefits. These war-induced measures

did not only create inflation but set ahpattern for post-war labor/

management relations, Increased benefits in lieu of wage increaser or

as ah adjunct to them became. a basic consideration in negotiations'

from this point on, and,employers found that later attempts to "negotiate

them out" met with firm resistance from labor.

,

Two other factors appeared to have had considerable impact upon

the evolution of:humanizing employment./ The first was the emergence of

computer technology which aided and accelerated the acquisition and

storage of information. This tool enabled the industrial man to free

himself from the mental drudgery required to attain Certain ends--a

facility denied his predecessor of earlier periods. The second factor

was the discovery of new sources of energy which, when fully utilized,

is, expected to have considefable impact,on living standards.

Modern personnel management has evolved as a result of nine inter-

related developments:

rapid technological change and a drastically increased specializa

tion'of labor associated with the Industrial Revolution;.,

'the emergence.of free collective bargaining;
the scientific management iormentr
early industrial psychology;
governmental personnel practices growing out of the establishment

of a Civil,Selkfcc Commission;
the emergence of personnel specialists and various groupings of

these specialists'into personnel departments;
the human relations and industrial sociology movements;
the development of behavioral sciences and organization theories; a

social legislationkier the past several years.(French, 1974', p.30)

4

All of these developments had considerable impact upon the evolution of

humanizing employment in business, industry, governmeht,and education.

Hopefully, the Objectives that follow will help you to become familiar

with the .personnel function, which is an integral par.t of your responsi,

bility as--a special education administrator,1 and to he better equipped

to administer this facet of your total assignment.

ii
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For purposes of organization, this course of study has been divided
into units below with exercises found at the end of each unit.. The
exercises are designed to reinforce the assimilation of the material,
contained therein. In addition, there are critiques included which are
interred to provide feedback to the authors as to the appropriateness
of, d the effectiveness of material presented.. Your frank appraisal-

_

of our efforts on the evaluation forms is sincerely appreciated.

I. Staff Relations and Administration
A. Administrative Developments
B. Staff Relations

II. Recruitment and Selection of Staff
A. - Philosophical Overview
B. Recruitment

.

C. The Selection Process

Human ResoUrce
A. Impottance of Planning
B. Overview

IV. Staff Development

V. Evaluation of Staff and Administration
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'h M A"N R-E COUR CE PLANNI116;

. -

An organization, whether public or,private has piesent and future ;
needs for people 1h its-organization. These people are expected to
help achieve the goals, and objectives-of the organization aneto

-

preserve anedevelo%the entireorganii onati.
. .

. ,..

4L
# 11 .

., A. ImpoRTANa
w

of PLANNIK
..._

,. -,.. s .. .
,, .

10, ,Human resource planning is the direct effort-to *-piOrifor,;present
:.and future needs .of persohnel fox the ouipiZation, wieh specific

44 reference to the personnel needed t accomplish the goals and-oblctives.
41 Thi ype.of'planning can occur at- evel of the organization

ided it is related to the total -of the organization. Human

resourteplanning has 4 direct responsibility' for assuring a resource

t9f,-4Y4114b4-t.....1.P4P,..9rPniE!CA9i1-....--ThP,ov,r411.913Jectivs°f 1,'

a program iorhuman resource planning are as.iolrows: 4

'..-.

. Rela4te, huMan resource needs'to-thg purpose of the organIZation.
Make longorangesestimates of the organdzation's specii.tc...and

senetal heeds for human resources.' . 4 . - .
, -,./P

iv MaximdA the performance of the hdman.resdurces'ih the organization.

(Meggison, 1172) ,.

,
.

.

, I* -

,

This-type
.

of.planning,requires that an mitization has clearly' ,

defined goals and:directions whichAlre
-

easily recognized by those'in

A
,

_

a position of plan1. ng. -

Al re_

'

-

.
.

.

School- districts traditionally planA one-year-cycle, antioi-

Rating die numikrs. fikatudents carried over and registering those who

enter At the kinder:viten level. As eftrolliftts have begun to decling
. in onetlistrict ant grown in.another,'more atttntiori hhs been pa!d to

. planning,"for #
thrOugh five-year perNOs and annually updating .''.

_Ithese project Such planning-usually-results in numbers of students

,
r

. .

.

ti

A Ph III-1

of



g'

r

I
at4.

and numbers of teachers. The comm

is the pupiel-*-teacher ratio. This

as an indicator of program and

a

?`

'nrform of the num rs'allocation
ratio is found of literature,

ool district 'ualft Jlore,recently,

progrlim goals and objectives coup ed with true ly developed criteria

for successful programs are becoming the indicators of_clualiv wity.n

a school district. Thus, the importance of human resource planni g

is evident. Coupled with established goals and,objeFt va ety

of-service delivery systems may be generated. Each se e system

may contribute to the accdtplfshment of a single goal or o multiple

goals and specific Wectixes in a program aria. -

District Goal
/-

Program Coil

-

Program' Objectives

Program Goal

;

r

Alternatkv,
Delivery '4

*mums

Program Objectives
SYN7,.

Human resource planning becomes'critic al in-generating alternative

.
means** gombiniag perso4pel bo*achieve program -gop arid objettAves. ''

It is not the intent Of such planning that each arternat will' i

accomplish exactly the same_degree of, effectiveness for achie-iring the .

program goals or objectives. In fact, it is usually recommended that

whenever anticipated benefit and costs of hum '`ierepource planning are

being wefghed for decisionmaking,:alteimative levels.- of program service

need to be .considered
, . l

..

, 41
.

ch

., .,
1

. Decisiopmaking for staffinglurposes coed' be
.
placed in a ode-,

three-, and five-year planning tycle,as long is the4e levels-

of program goals and-objectives were .reviewed. yitlibd, en planning,

genyine program ievelopment and,ardal relationship of personnel to

progrankrunot occur. .- , , t A . .

YM
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NERVI EW Ali BACKGROUND -

e
.

aft!.Many .times peo e in.wlucation-bellgve that the Rianning
uman resource requires,agoolideal of time and ;

task is complete when a set of goals -and objectives' have Ueen \
agree upon and thA decision is made to Move ahead to achieve
them. In the past,/ the, answer ineddcatioh has been to hire a .

teacher wixiltproper cert4A0ation and'a background of training
needed to achi.eye the services calle&for in *the objectives.
Once this task of finding the teacher had been accomplished, the
administrator takes over the supervisidh of the teacher in the
performance of task designed to achieve the objectives% If,

howeVei, an administrator intends to suggest alternative means
of accomplishing an objectIme, then there Must be Some copsidera-
tion'of what tasks are't& bl peffformed.and by whom. Theanecestary
approach to this is job analysis, whigh is detailed in Objective II.

REVIEW OF MATERIAL;

O

,
The fn,llowing outline /details the "how-to" for humiktesource

planning.

-1. Program Objective's
. -

a. 4Progre5obleceives related td. services *roupsineeds..4.7,-.),...3..i arN 1.1,-,

I

Jr

I

r ls.
.#

I.'

3.

4.-

-5.

q.

..

'SIM 0P'. "-
Hearing .impaired
"VisUally impaired
Trainable mentally, retarded.
Educable mentally 'retarded
Others 1 i-

. . ,

-

'..
0.-

ii
'

b. Program obctives reload to staff4rganizationiresourceS

1. Psychological., ,

o.
2,. Speeds .

it/ Vocational adjustment
. ..

4.! Work experience ' -,'

5, Physiological
t.

. 6. Other,iocial service/resources or Ageficies
..' i

...
.

.

'Program objeCtiveS related to cooperating agencies
.,

.1.
*

- .

1. Other school° diAticts .

2. Regional, or coopetat.ve %srvic nits.. i'

Private esencies
. 3. State agency

where appropria

lk

IH-3 II.
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".

Program Objective .Format

4, Statement °bottle problem including'evidencesupporting

the statemknt,:

b. Problem ana/Ysis including summary or data used

Alternative approahes to the problem.
4

1. List .of minkimum acceptable level of services

2: hi"st of:aeg ble level of services ('

3. List_ of ,opti tm 'level of serviceir% -

Analysis/effectiveness prolections,'

analysis

Develop and analyze alternative staffing patterns forir

each level,

1. MlnimUm .
2: Desirable

,3. Optimum 4

Cost analyze each alternative in termk of

, :1. Staff
, ..

2. ,Iquipment
3. Trinspartation .41$

4: Related services -..

. 1
5. Other . - 1,

.

e. Prepare"basibwobjectiVeslo proiact,incl\tiding five elements

Ito

'WhoWho .-

2. What

3. Where
4. . When .

. Quality

WRITTEN ASSIGNMENT' .

1

j .

1. List three specific purposei of human esource plannihg

Which are directly related to the progralelevtl.
. .

'

.

k .

*
,

.

.

To.ldentify the nature of the work, to be'perfOlmed

and the standard ofperformanCe'essentia* to the
total operation. .

. .%
(

.

..,

b. To. analyze how well the
t exiating staff is-uti],ized,

..
.

c. ,To review appropriateness. of staff deploYment....
'. ,.. '

,--.7-

,
4.

PM II 1 9
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2. List three 'critical:consideraftons.or quesiiOns involved
in developing hunian resource planning assumptions.

How should the. educational programs be structured

b. What are, the most effective ways of organizing:'
instructional groups? : (1,

a

_
1

c. Whatspecial services should be provide in each of;
the school attendance units? '

o .
,

3. Differentiate,among'the meaning of 0-4 fallowing terms for
purposes of planning. .

--, -

--7A

v

a. Index of per 1000' pUptis.
-. ,

kW
a ,

b. P,upilrteacher ratio: . \
- -

Average class size.

Complete human resources planning exercise:

. ..

The Task 4

.,, . .4
To ite sorve

,

time, Norwest School District officials
have felt that they have not provided adequately for the.

--

needs of handIcappid children. The. lack ofprogramming in ''4. If
: this area has not-been due-to a la4i of concern, -but rather

,, .-1,--,:..?.r.--77_,,,,.has..bee.a..Au.a-,-to.,..autitaci, linancial..resoi.mciek,.....Thg,.cgtrvivt.---,.,--,-,--:
state-IegisIstwra,e,,. , has recently enacted a program

. ;
of financial incentives. tOe-lioUria7rhe...Iwovement 6C

'" . edlLational services' to handicapped -children. With;the,

availability of these new aids, the school bard has-..cHarged.

its administration with the responsibility.for developing a 0

human resqurce plan for special education. . i*

You have been appoiented by the superintenden0o a
planning team oithr the task ,of developing a specialeducatir
human felperce plan to be considered .by, the board ,of

31-
. . t edUcati6s at their nelk Areting. Specifically, -Your

.-, , human resource planning team' is to: '
.. ,.

. ,. ,
. ,

a . Establish the rifiber o handicapped children 11'y. ,

category end 'to project the,aqticipa'ied number

,
to be served three and five'years from now. ,

Indicate numbers of personnel 9f various
.

. . types needed to servethe district's . 4
handicappek* r

'children. . '

4

.

c. Provide a

I

rationale for your plan.

;

(Alternative A),"

PM III -S 550. - .
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-a

.r

, .

. d. Indicate an alternative plan for achieving the

- same level of ser'vices. '(Alternative B)

e.% In youvorationale for4ach plan indiCate whether
this plan is deeigned for minirgal,-ddbirabrt or
optimal levpl.of seryices and bow yolchave'made

this judgment.

5. Case Study and Ahalysisi Case studies are a *Ins of
developing apersOn's familiarity with ideas and thoughts

in asemi-practical work experience. It is a methodof

. bringing together. the practical and the theoretical. The

. practical skills of analysis with the theoretical planning

..

techniques in resource pl g are to be applied

in this case s

'Before beginning to Work on the case study,-please state.
'brietbr.the program'ggle.(8) you. have in your school distriet

fOr the fo4owiftg stuNnt'programs.: If you have-none,.
eimply write`' none.

PrOgram goal(s) for'stddents enrchled in

a. SLBP

. b. Hearing impaiXed

ci Visually impai;ed

e. Educable mentally retarded

I.., T.,. Jr s.

411

f. Other grouis--.-you ,may add yofir own so long as you

)

cag identity an overall prograe,goal

4

Next please list your program goal(s) for the delivery and

successful completion of the, following services to students.-

Where'none, simply write mine._
S

Psychologists

Speech therapists

c. VoCational adjustmentand wo6 experience
* ,

d, Othet social services performed b1 staffoind/ar
'coopr4ting agencies in diStricts -

idr

S

,0
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FM -6

f



InsAruction for. Case Study,and Program Goal:

a.' ,Select an area*n-which you have a statedprogram
goal(s) for a group of identified special education__
resdurces.

b.'. List the numbero current human resources devoted

to the program by Category._ Where none-are used-;--

simply write-none -

Supervisory:

Teacierl.

Clerical:

Custodial:

Food Service:

4,

Students:

, Number

What is the, ratio of teachers to students? How does

dais compare to otherspecial education programs?

a

c, Using the same program and students related to a
the amount of credit time spent

serving the stu'd'entl 1n ri urpOs e
of uniformity assume eight hour day exceptfor students

and-,use -the minute ad the common unit.- In the case of

,teachers include. preparation time: What is the

full time equivalency of the person in each category

above:
41

1 eight'hour, day - 480 minutes

.- 240 minutes of work 'directly related to

thisNprogram
FTE = Full Time Equivalency in miwes per day

X'the number of persons

SuperVisory:

..Teachfr(a:

Clerical:.

Custodial:

a.

4 4
5 5

PM -III= 7
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Food Service:

Students:

1

Which method, ;lumber of FTE, more accurately describes
resources devoted to program?

Why:

-.-

What are the underlying assumptions' of a pupil-teacher_

'ratio?

REQUIRED READINGS

1. Castetter, W., B. The personnel function in educational ,

administration. New York,andiLondon: The MacMillan Co.
6 Collier-MacMillan Limited, 1971.

Cox; A. Personnel management and organization development.
Boston: Houghton Mifflin Co., 1971.

NJ I.JJJ Y. 1 1.J.J 3.1 I. -

I

I.

4 :
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REQUIRED READING

MANPOWER PLANNI1G

I
The general purpose of manildwer planning is to develop and

maintain a highly motivated and competent'schoolstaft to
achieve the aims of the system. The intent of organizational

planning or any other type of planning is to decide in advance
what is to be done. By developing. systematic plans for manpower
planning, random administrative behavior is minimized; and,
goal-oriented, coordinated, rational,, orderly organizational

effort becomes possible. In brief, the manpower-planning.process
is an important component of the totalidysteni, and the manner in

which it id designed, implemented, controlled, and linked to
other system components will have a decided impact upon the extent
to which organizational objectives are realized.

The sequence of events and activities in the manpower-planning

process includes the following:

Development of manpower-planning assumptionssystem develops
general and specific planning assumptions concerning goals, program
structure, and manpower essential to their implementation.

Projection of the organization structure and manpower
requirements--from planning assumptions organization structure
projected which best meets future needs of school system.

I Prepare, manpower inventory -- current systenimanpoWer inventoried
to determine relationship of existing manpower to that required

in projected structure.
Implement manpower plane -- individuals matched to projected

positions in organization structure. Derivative plans made to

develop or recruit needed personnel.

Control manpower nlanavalidit,, of man$ogrer plans checked
through feedback and reevaluated to maintain effective and updated
manpower plans.

Castetter, W. B. The ersonriel function in educational administra-

`tidn. New York and London: The MacMillan o. & o ier-MacMillan

Limited, 1971. (Summary)

PM
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REQUIRED READING
r-

I.

2

PERSONNEL PLANNING, OBJECTIVES AND METHODS:
PRESENTATION OF AN INTEGRATED SYSTEM*

In working with the personnel planning from the viewpoints
of the company and theindividual, these matters were combined
into a common plan of action aiming at an interplay between the
company's requirements and supply of manpower and the personal
opportunities forsthd employee to find'his/her niche,

.

For several years: personnel planning has had limited

.
objectives and can be said to have been passive, consisting of
the personnel department dealing in a rational way with the
requisitions received from line Management. Nowadays, it appears
more justified to attempt to achieve agreater degree of,integra-

_tion_between personnel administ tion_ancUpther_compapy a'eMities:_______
This should be done more actively foresightedly and systematically
than has been done in t1.4 past.

- 1

One way of analyzing the object of personnel planning is to
consider the components which together constitute company manpowe
resources: number of employees, worktng hours, and individual
contributions.

611 the basis.of,these'ideas, a planning system can be developed
taking into account two collective conditions: the personnel
structure as a whole andlhdividual conditions.

The following planning instrumenta-for the beginning. of a
more detailed program to attain'intend objectives are:

From the manpower forecast, mana g eMet obtains information
about composition of company personnel structure which is necessary.

4

Cox, A. Petsonnel management and organization development. Boston.

Houghton Mifflin Co.. 1971%(Summary)

OP
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Bymeans of the personnel budget, the company pertionnel
structure is guided in order to correspond with company requirements.

By combining the individual plans, it is possible to obtain an .

overview of the measures which are required with regard- to, thi
`employees' adjustment to the duties in question.

4

PM
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'EVALUATION

NAME

M

DATE

Complete this* evaluation form based on the exercise(s) you have listed

-belbw.and return 'it with ybur assignment for this.section. An. envelope

is provided: 3.,_
.
. .

4r.

*:

0101,CTIVE TITLETI

ERERCISE NUMBER(S)

EXERCISE PACE NMIER(S)

,.....
.. ,

,

1. COURSE =MATERIAL - Cirele the respdilse indicating your level of agree-
.

ment with each statement.

6
1. 'The course material is well

Organized and developed in

'coherent sequence:

2. The.length_and scofit -of' the
r

course material was adequate.-

/.' The course-material clearly
conveyed abStracttonce.Ots
and theorie.

4.' Basically, the course material
provide mg with learning and
learning tools which were new

to me.

5. The style of writing was clear,
concise and interesting.

AR

6. The course material provided
melvith.actiVitics which were
praetical and.-not,maite .work

activities.

The course material is
closalx related to the

objectivec.

559

1

.

%

2

.

: 3 4

5

2 3 44 5:

I
1 3 4 5

. , .

.

2 3 4. 5

1 2 3 4 5

1 2 3
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I

8. What would yQu do 1,k-improve this coprse material?

40 N

.....

m, el,. .
.

Alk -1,
t

I

a

40.

4,14.
4-

LI k .0'

'R.LNI3E5 gRADILCS -
lik

.

, -

,
--

:.

x_ , 1. Aix. i rleaaink in the lesson, did you find most helpful? (Indicate

e
by author_ and title or,_ by nulther- of reading) how were they

,
helpfui? (A .fete wo.rds , such as "background or "understapdine

, A will fe .SUff icient). 4 4 Mb
W

,..
..

4 .
!

; VI

or

a

I.

f
;

6

-'

. ' ,
q. . List a of the readings

,.

that were not useful to you and tell
,'why they diad not Illeet, your .needps (The title after the appropriate

. ,

t wilk be suf fievaqt)% .

12
,

11,.

.1,'
'Nb hing new: Sitt jp it

le
. InAt du cAt c : '

. , ReklunXS4
. ..

I

"1

".

itard to head':

.

part to Understand:
vs:

1

)

4
, I

it
p 3. ?net a cheeic in the proper° spaoe: " would recommend:

V

I ) inotn't other requited readings
1, I

, . .

ht -Nor
fto_:r or req feacJings.

C) chtint;e in thelf-equifed readings

, -

0-- rrt),t....

1
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1 ,

. Would you prefer. an *signed text(s)?'

0.1
.

A) Yes

B) NO

If yes, dan yOu ingest' any?
.N. .

ir

.

.

Es

! oy

.1111.

.

III. WRITTEN ASSIGNMENT - Circle. the

4.,..agreement with each statement'.
,

40.

response indicatinyour level of

The assIgnment-was cleatly and
unambiguaisly stated.

Tfie lengeh,og time required 'to
Ir

complete the written assignment
fasmteasonable

. The written assignment really.
gave :me an opportunity, to

show what I had learned.
-

4.4: The written
a make work
something I

5. Wha *would y
son?.

assignment was not .

.activity, it was
presently do.

ou do 't9 imptove"the

.s*

..
Were bt er materials required, in addi on to those. provided, for

41c9mple n.ef the pceiii!...c10. if yes,

. 4.
. -, . 1 v . , . .

,

a ..

1

.

1

1 .
v

2 '4

2

2

.

3-

.

3

..

(-......-.

'

-

4-

4

?

, i

,

.

/

5.

5
.

.

written assignments

4

for this

p ease 14.st them.

ilk

s

.

4
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PERSONNAL MANAGEMENT is one oi, three courses in the Special'

Education Administration Training Program The training was' 11*
developed as -part of a three7yeavOze4edt:, and this is the first

-application of its compAtency-bahed education model. The course.
materials Are designed'so that revisions can be made'according to
Objectives and the instructioaa,1 needs of the participants, . .

Student, course author and pre/post test asse6smalts will'cofttibute

tipAibe evaluation and Subsequent, revision. of this' material. .

.r

The competencraredi for the personnel maflagement course were
empirically derived.from the job of the special education Adminis-

tratdr. Although adilitional competencies may e needed in a specific

position, the following areas were-determine essential for your

=performance on the jobt
,

Staff Relations-and Administration
,Recruitment and se1-46.tidil of Staff .

Rumen ResoUrce Planning ,. . e;

Staff Dev ment
11.

Evaluacintl affand Aakinistr. atio '- .

. ,

Each of the above has, een independe .y designed so rthat the

ierionnel management course an:be tailored to meet your. needs.

Tn 'addition, the cetpetency reas contain thp.necessarr.materials..

f ction, including course author material, written 14estions,.

aluatio4 sample forms,'and required readings,..' '

.,
0

, AsI

- `. .......44.q estions you have or pioblems you encounter wTth.the

instructs Material should be'discuseed With the field consul9Int. '

This wil facilitate your earning and proviae,inpu for modifyifig

the instruction:to.better meet your needs as abspecial education

administrator. . -

TS
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'The highest and best fork of efficientlilis,bhe'spontanedus'
cooperation of afree people." A .

Woddiow Wilson

.
, _ ,

o .

5. . 1
.

"Only-in growth, reform-and change, paradoxically.,,enough,
)

is -true security to be foung."
'

,Anne Morrow Lindbergh
.

.' .
...

k

A ...te

The concept of,personn4 Management is relativelymew;,it Ls
jut recently becoming art entity of its' own in an integrateit'..:.
organizational structure--in business, industty aid'education.
Among-the first efforts/to_studAworking conditions (Rdethlesberser_
& Dickson, 1939) were the'"EawtArne ExpePitents," u ;dertaken in,

the plants of Western ElectTilC. CoMAny in 1923, to'determint the
'effect of physiCal environment on'prOductivity. ,-The results,were
inconclusive, but 'they pointed to the y that the problefti was:
more soCio'-psychollgical in nature, This conclusion led't4
series of further ekpertmdhts in,tie,1930s. Prior to that time,.
littlOeonsideration was given te;the hudan factor:tn employment._
Pei-hails; itwathe shortagis which -de eloped during'World
Way I in.thin ountry that revealedithe magnitude' of the problems.,
.As a consequence of*labor'shortageC the government Insisted'that'-.
personnel deparemenes-,be established ;in Yd ants manufacturing war
Supplies. ,C4eggisokii, 14+7g.r is requirement gave- a considerable
irost to,the toncept 'off th nagement of hurian regources;. M vet,

seems Prollable.that the grehteSt single, influence on the employ=
Rent funcp.ionstemped from the establishmi.nt'of:the,Comittet on'
Classification of%Personnel in .the Army. The Committee operated

# of the .basic assumption that manpower was not' solely a function
cf,nurpberb but alio of appropriate-skills. Consequently, persorkel
spefifications, based upon an analysis 11;18 definition of duties andic
responsibilities as well as.physic7alt intellectual, eduCationel-ana"
technical requirements were*est:Silihed; then, lestint, interviewing,
and rating suatems were set up for proper selectionc' Vieggison, 1972)-

66
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'' In spite ofthe Great Depression'in the 1930%0 andresuiting dnem-. ,i.. ._ . \

-*ployment, labOr'tade great stridesin-humanizing the role of the marker-

during this period: The moat significant piece of legislatian_telated .

to this liberalization was the National Labor Reletions'Act df 1935 ..

bargaining,

Act).. The Act legitimized the concept 81compulsory collective
Tirgaining, thew greatly inoreiiing the power of labor and unionism:

. .

.

4
t

Again in Vhe 1940's, with ffte advent ortworld War

,.

II, labos

shortages created a situation-s flat to that of World War /"where
concessions were made to the worker in return for services. The

government institutedwagestabiiization measures to curb thelinflation_

which-, in part, was due to the activities of many .companies holding war
;contracts. Although the war, contracts were drawn up on ciist,pluw,_
basis, in order twentioe anehold)their workers the Companies made
manf-conceisions in ter ma of fringe benefits. These warinduced measures
did not only create inflation but 'set a pattern for poet -war labor/ .

. ..-- management relations. increased benefits in lied of wage increase or
as an adjunct to thembecame a basic cons deration.in negotiation .

from this point on, and employers fo ,.. t later attemptsto "negotiate'

them out" met with fir* resistance fr.. ebor. ,,.

40 jTwo other factors appeared to have had,considerablemnact upqh
the evolution of humanizing employment. The arse was the emergence of

---- ---compdt terhaology which- aided asd accelerated the.acquieitidn and :_%i...

' storage f informal on. This tool enabled the industrial tan to free
himself from the ten al dlludgery requiied,to attain certain.ends --a

facility, denied his redecessor of earlier.lietiods. The second factor,

was the discovery of new-sources 'of energy Which, when tdlly utilized,
,

..._ is_expectedto have_ considerable impact on livingi ftandirds., ., .;. ___,...

,
'N

Modern personnel tanagement has evolved-as a-result-of nine
'ti. .

inter-

related _related devel8pments: ,. .
. .

-.

rapid technological change and a drasticelly -Increased specialize -
tion'of labor associated with the IndustriOlevolution;r ..!

the emergence of free collective bargaining; .......,

t-

the scientific Management mo*etent;_
...,

. early ind4strial psychology;" , ,

(1, A governmeaEql personnel practices 3r-Oring,out .of -the eitabli,shment,

'Kis Civil Service Commission;
,

- . .

the emergbnce of personnel specialists and various irodpings of

these specialists into personnel departments;* .

the human relatians and industrial sociologY movemerits;

3 "the development of behamioial sciences and organization theories; and
social legislation' over the past'sevexel years.(French, 1974, p.30)- . ,

.A.11 of these 'developments had considerable impact upon the evolution of
Aitimaniiing employment in business4,Industry,/governmenf, and edueatiSn.

. Hopefully, the Objectives that foIlw, *ill, kelp your to
i

b;kome familiar

withwth the personnel function, which is integiml partlo youeresponsi ,

bility ta, a atteciii education istrator, and to be better equApped 4
.

fo'administer this facet of ur total, assignment.,. .
,

.'. .



For purposes of organization, this couriwof study has been'divided
into units below with exercises found at the end of each unit. The 4

exercises are 4esigrfed to reinforce the assimilatior; Of the material
contained therein. sIn'addition, there are critiques included Which are

,intended to provide feedback to the authors as to the appropfiateness
of, and the,effectiveness of materialpresented. Your frank appraisal r
of our efforts an the evaluatiop forms is bincerely appieciated.

J. Staff Relations and Administra ion
A. Administrative Developme s

B. Staff Relations

II. Recruitment and Selection of Staff
Philosophical Overview

B. Recruitment
C. The' Selection' Process

III. Human Resource
A. Importance of Planning
B. Averview

IV. .Staff Development

Evaluation of Staff and Administration.

$

V

f

iii
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- CON-TENTS

A. PROCESS, OF DEVELOPMENT

B. REV LEN OF MATERIAL
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REQUI RE.1) . READI NGS

1. "Development, of Personnel" . . . -
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..,

1. "Formulating Per final Development Obijectives".

REFERENCES 41

_ EVALUAT ION

.

.":

,

4

.

3

4

7

.7

9

11,

13



I V

STAFF

PROCESS OF DEVEtOPMENT'

.
. .

Staff development-is becoming an increasingay'critical
element in school districts. First, school districts invest up -

to 80 percent of .their annual 'resources for services and skillt-

provided by employees.- Second, these skills and services-must .

be Used effect4vely if students are to receive maximum benefits
from education. Third, the pressures of'conflicting employee

, group needs may cause increasing conflicts within the organize-
, ion thus obscuring the personal development need in employees.

This includes individual, motivation, satisfaction and achieve-
ment. . ,

.
- t

In short,,staff development is deeigned to aid theadult
:-in a course of developient which will benefit the adult employee
in the same manner that teachers seek to benefit their students°.
The traditional concept of in-serVtEeAs too narrow a focus for
the increasingly sophisticated professional Osrsori\at.work in the

,complex.structure of the,school-system. tilreer as
)

personal development, nett job-requirementd.l'chan
,

needs dos well as other f ctors, may influlpaba

k,went at a *iticular poi t in time.'
p

li '.411,

rations,
dent
develop-

. The organization and its leadi ,must redri
influence frequently, in tI deVel
intervention can create a boon or _bus situ
top of a- full-work -day. Frequently,
expect such factors to be controlled b
of development., Howevek4f we stop
We preach/staff members to use ,with

411(' that- readiness and environment for-.I

adults as.it is to students
.

ide
%-process ch
when p Aced on

rators:tend-to /
ersOtainthe'prlocess

prgctice the psychology
eir'st wudents, we realize
rning is as applicable, to

_School organizations must begin to view staff development in ,
, .

e bystematic and individualized 'manner. One could begin to
a late such an individualized plan immediately upon hiring -the

person by an inventory of strengths and weaknesses as deteimined

II

in %the interview and hiring" process.
.

FM TV-1
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Such an inventory, could take any number: of 'alternative forms:
An *ample of one alternativeapppais

I

Academic Training

a) Couise work in major
b) Course work in minor
c) Work beyorid the BA
.d) Advanced degree program

CoMments:

Personal 'Relationships

'a) Relat4S to children
/b)*Relates to adult

Comments:

Planning and Organizing

'` Strength Weakness

4 ./

a) Tlanilfor the conduct of classes

1p b) Organizes activities around
known objectives

'Co Mments:

.
Ex rbssion of ,Careell.Goals

Commehts:

ti
Additional Certifica.tiop Needs

Comments:

'From such an inventory and the supervisory activities which
follow during the employment period,: the ire can be revised,

.

FM IV-2
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ded to and-reviecied with' the staff' members. As such, it can'
serve a portion of the development program for the person. As
organizational needs are identified and the individual is assessed

-under the new circumstances,.changeg in-the program of development
can be- made. Lx

In such a program, begun at the time of initial hifing, both .

the individual and the organizationehave an optimal opportunity to,
.gain. The individual will gain a.broader pers'ective of organiza-
tional needs, and the organization will have-a better 'trained, more
satisfied and better motivated staff member. There is a lot of '

,hard work on the part of all parties particularly that of the
iimediate'supervisor. However, *in an organization whergt human
progress of students is dependent upon skills'and effort of.staff,
the continued development,of that staff is paramount.

4 a

B. KEVied OF MATERIAL'

I =

Although short, Objective IV tried to accomplish one -prime
objective: to enable its participants to create andmplement a
staff.development program based on persenal.relpirements of existing-
and newlfrecruited staff; to inform and trainthem on new develop-
ments and programs; and to update their skill levels to achieve
greater performance initeeting pfogram objectives,by providing
conferences, meetings, workshops and in- service sessions.

The required readings, along with ancevaluation for Objective IV,
are'includedt the end of this section.

,

WRITTEN ASSIGNMENT .1

. 1

1. IsIthere a need.for distinguishing roles and responsibilities
in Ihesstaff development process? Describe the reasons.,

2. Do unique training needs exist in personnel groups within'
a system? Why or wfly not?

3. Are there common requirements criteria fOr a sound staff-
development program? What are they and why?

. . .,

.
....-

. ,

,

4. DistingUish httween organizational democracy and professional
control.

'74
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REQUIRED READING 4.

1. Castetter; W.B. The personnel function in education.-
New York: The MacMillan Co., 1971.

Castetter, W. B. The personnel function initducatiam.
New York:"The MacMillan Co.;41971.,

3 *_

S

3. Lewis, Jr., J. Appraising teachgr,performance. West
Nyack, Parker Co.., 1973.
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I
REQUIRED READING

1

'DEVELOPMENT OF PERSONNEL*

.'The process of personnel appraisal is vital to an interrelated

- process- -the development of personnel. -Personnel having the

1. essential qualifications needed'bvmost school systems are usually

in short supply, and the'appraisal process will probably.t'eveal

that certain incumbents haye greatet and others less ability than

their assignments call for. Consequently, personnel development

becomes every school system's business.

The basic process by which the syster;'identifiee'and resolves

persOnnel development problems include the following steps:

/ clarification of development objectives;
establishment of plans to achieVe' objectives;
allOcation of responsibility; and
appraisal of results.

- Clarification of the general objectives of the program and.the

roles of each of the operating units is essential to the success

of the entire endeavor of the personnel developMent process, becaus

the ,deVelopment of each individual is related to the objectives of

the unit to which he/she is assigned. Moreover, plans can be

4
initiated onl/ after the development need of each unit. have b --n

clarlfied. Finally, the development process is interrelated ith

other personnel processes, including manpower planning, rec fitment,

selection,' induction, and compensation. Only when the ga of

the system and the objectives of each unit are establishe land
the several personnel processes integrated, does it,bec e possib 4(

to achieve the results intended by the master plan for developm' t.

*Casetter, W.B. The ersonnel function in educati crrk.:

The MacMillan Co., 1971. (Summary)

4.1
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S.

REQUIRED kEADING

ORGANIZATIONAL DEMOCRACY AND
THE PERSONNEL FUNCTION*

. ,

2

CAI

One of the beliefs that has -persisted in the history of
educational administration in'the United States is that the

'govgrning of school .systems should be consistent with the ideals

of democraCy. This Means provisions should prevail within the
system to make ROSsible for each of its members fair reeatmenE., ,

strong leadership, decision parUicipation, recognftiOn of individ-

. ual rights and responsibilities, individualism; and opportunities
for self- realization.

, Opportunities for implementation of these ideals through
personnel administration:are numerous. Therefore, if democratic

,

... principles are to have real meaning for the members of a school
system, the organization must-take steps to secure and prothote
them thtough policies, plins, procedures, and processes designed ,

to ac eve institutional,goals. The personnel department is-the. 4
agencl in the school- system to which should be allocated the , At*
task of seeing that the needs, interests, and rights of organize- '

ionil participants will be respected aid promoted. In brief,

the p,rsonnel,depArtment is responsible for linking democratic
principles, to all personnel processes and for making certain that
the organization's highest value is the individual personality.

, The process of organizational democracyas outlined in the
reading envipions establishment of a definite and formal procedure
to'identify the goals toward which the proceis is directed, plans.
needed to achieve'the gOals, allocation of responsibilities, and
controls needed to make actiollp conform to expectations. By

t.

*
Castetter, W. B. The personnel function in education.' New York:

The MacMillan Co., 1971. (Summary), -

Ast

PM IV-9
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formulating plena to.,make democracy work, the

school system is eMphasizing its belief that the
highest value 14,:the Indtv/duai personality.

4

4,

ft

5

PM /VA0'

70

_4



R I
REQUIRED READING_

a

TORITULATINC PERSONAL
DEVELOPMENT OBJECTIVES

: 44 ft

I

Personal development objectives are aided directly at improving

the personal skills of school personnel in order to perform their

tasks in amore' efficient manner.

Educators,should'use the innovative objectives as the ease for

setting personal development objeCtives. The interlocking network

betwden,innovative and personal development objectives Include

the following,:

-
A. An educator gets an idea.

The educator develops the idea into long-range goals and short-'

range innovative objectpres.
The educator develop a short -range personal development objective.

The training and development program is initiated.
The idea ie,implamented.

:Results are evaluated.
Personal development is everybody's responsibility.

k Staff members must be guided and stimulated toward objective
attainment.

'Personal development objectives are specified for the purpbse of
projecting'an annual prpgram for the professional growth and develop-
ment of #chool personnel. The list of personal-development :acivities
include :

,

, visitation to exemplary schools;
Asabbatical leaves;

attendance at board meetings;
work experience;
attendence stprofeasional conferences, workshops, seminars,

and lectures;

Lewis, Jr.,J. Appraising teacher performance. West Nyack,

N.Y.: Parker Co., 1973. (Summary)

PM IV-11_
578
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----4,--lerktieg-essignments;

community affairs;,
reading programs;
Job rotation;
course work; .
professional services; and

travel.

-4
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iVALU-AT I Oi

NAME DATE

40

4Jomplete thid evaluation form based on the'exercise(s) you havollisted
,.'below and rettith it with yodr assignment'-for this section. An envelope

is provided.

GLITI:CLVE TITEr

EXERCISE 1..1:111:ER(S)

EKE1,1S/ PAGE NU:(S)

1.

I., CWFSE MLTEPTAI, - Circle the respoai,c in;:icati!ng your level of

ment wita pz_ca statemi..nt.

1. The course material well-

organized and developed ink,
coherent sequence.

2. The len'.th and scae of the
course material was adequate.

3.' The cotre material clear1y
convtycd ralstract concepts
and theories.

1,4

-4. Basically, the course, material
'proNiided me with learning and
.learning tools which werencv
to me.

5. Tne style of writing was clear,
concise and fneereting.

6. The course material provided
me with actlivirics t.hich were
practAcal and not nuke work
activities.

7.
4
The coulqe material is

Iciated to thu
dhjectia..

581

01

1

1

1

2

2

2

2

(Z/
(Z/

4t, .

."

3

3

3

3

3

3

3

4

4

4

4

4

5

5
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S .

8. What would4you do to improve this course material?
4

II. REQUIRED READINGS

1. Mich reading inthe lesson did you find most helpful? (indicate

by author and title or by number of reading) How were they ,

helpful?' (A. few words, stieh as "Ackground" or "understanding".

' will be sufficient) ,

7

2. List any of the readings that were nal* useful to you and tell

why they.dit not meet your needs (The title after the appropriate

word will be sufficient):

Nothing new:

Inaccurate:

Redundant :

Hard to Read:

Hard to Understand:

3. Put a check in the proper space. I would recommend:

OMEN OM 0,

A) more or other required readings

6) fewer or other requiredadIngs

C) no chapgc in the required readiilgs

5 82,
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ceP

4. Wouid you prefer' an, assigned text(s)?

A) Yes

B) No
A11110

11,

If yes,,can you suggest any?

*
III. IN ITTEN-AgSIGNM= - Circle the response

a eementw4.th.each statement.

i

_1. e assignment was clearly and
mbigmously stated.

.

2. Th length of time required to
'coM lete'the written assignment
was .easonable

3. The itten assignment really
gave e an pportunity to
show at I had learned.

4, The wr ten assignment'was not
a make ork activity.,-it was
someth I presently do.

6

indicating your level of
b

Ny V
COl'r

4* 40
0 117
4 0) .c,..

el
, ...1

(I
0

C40
r.:.

,,, .!..'

1 2 3 4 5

1

2

2

2

3

3

3

4

,'4

4

5

I

05

5. What wo you do, to improve the written. assignments for this
lesson?

. . .

6. We other m. erialsorequired, in additIon'to thOi;e proviad, for
com-iiletion of the exercises? -If yes, please list them.
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PERSONNAL MANAGEMENT is one'Of three courses in the Speci

Education Administration TrainingProgram. The traihkagjac-
developed as par,of a three-year project, and this is -the a st

application of its compet ''based education model.' The Courss'.

materials are designeds that revisions can be made according lo
objectives and the ins uctional needy of the participants.
Student, course Author and pre4ost test'assesstents will coNtibute
tthe evaluation and subsequent revision%oi'this materiil.

16
. '

The competency areas for the personnel management course were
empirically derived from the job of the special education adminis-

trator. AlthoUgh additional compete*ies 'maybe needed In a specific
position, tle following areas wete determined essential for your
performance 9n the job:

Staff eRelationa and Administratiaa4
Recruitment and Selection of Stan'
Hunan Resource Planning

- Staff airelopnent
.Evaluation of 6taff and AdministratiOn-

414

o

PREFACE .

Each of the above.has been independently designed so that the!
4 personnel management course can be.tailored to meet your needs.

1h addition, the competency areas Cohtain- the necessary materials

for instruction, including course author material; written questions, .

evaluation, ,sample forms, and required readings.
,

Any questions you have tor problems you -encounter with tile
instructiommaterial shoUld be.diecusied with the field consultant.

This will, facilitate your-learnihg an4iptovide input for modifying'
the instruction to better meet your needs as a special educati.041

admialiatrator.

14 ti

I

581:

4

*

, .



T.

C

sANT'RODUCTION

"The highest and best form of efficiency is the spontaneous,
cooperation of a free people."

41110
Woodrow Wilson

"Only in growth, reform And change, paradoxically enough,
is true security to be found." .

Anne Morrow LArdbergh.

4

The concept Of perqnnel management is, relatively new; it is'
just recently becoming a entity of.its own in' an integrated
orgsnfzational structure-4.n business, industry and' education,. .

Among the first efforts to study working conditions (RoethlesbeTger
S.Dickson, 1939) were the "Hawthorne dn
the plants of Western Electric Company in 1923, to determine the
effect of physical environment on' productivity. The results were

-inconclusive, but they pointed to the fact that the-probjem
more socio-psycholigical nature. This. conclusion led to a
series of further experiments in the 1930s. Prior to that time,

Jittle consideration was given to the human factor in employmeht.
Pg"rhaps; it was the labor shbrtages which developed during World
.War I in this country' that Tevealed.the magnitude of the problems.a.
Asa'consequence of labor shortages, the government insisted that
personnel departments be'estabiishedfinllants,manufacturing war
supplies. (Meggison, 1972) This requirement gave a considerable
boost to the concept of the malegement of huMan resources.' However,
it seems probable that'the greatest single influence on tile employ-
ment function stemmed from the establishment, of the Committee on
Classification of Personnel in thl Army. The Committeeoperated
on the basic assumption/that manpower was not solely a function

of numbers, but also of appropriate skills. Consequently, personnel
specifications, based upon an ahalysis.and definition of duties and
responsibilities'as well as physical; intellectual, educational and
technical requiremerfts were established; then testing, inewiewing,
and rating sustems were set up for proper selection. (Meggison, 1972)

i
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In spite of the Great Depression in the 1930's and resulting unem-
ployment, labor made great strides in humanizing the role of the worke;

during this period. The most significant piece of legislation related
to this libetalization was the National Labbr Relations Act of 1935

(Wagner Act). The Adt legitimized the concept of compulsory collective
bargaining, thus greatly increasing the powpr of labor and unionism..

Again in the 1940's, with the advent of World War II, labor .

shortages created a situation similar to that of World War I where
concessions were made to-the worker in -return for services. The

government instituted wage stabilization measured to curb the inflation

, which, in part, was due to the activities of many companies holding war
contracts. Although !fie war contracts were drawn up on cost plus
basis, in orderto entice and hdld their workers the companies made
many concessions in terms of fringe benefits. :These war-induced measures

did not only create' inflation but set a pattern for post-war labor/

management relations. Increased benefits in lieu of wage increases or

as an adjunct to them became-a badic consideratign in megotiatiOns ,

from this point on, and employers found that later attempts,_to "negotiate

them out" met with firm tee4it ance from labor

Two other factors appeared to have rahad consideble impact upon

-
_

1'

the evolution df humanizing employment. The first waq'the emergence of
computer technology which aided and accelerated the acquisition and

storage of information.' This tool enabled the industrial man tc free

himself from the mental drudgery required to attain certain ends--a,
facility:denied his predecessor of earlier periods.. The second factor
was the discovery of 'hew sources of energy which, when fully utilized,

is expected to have considerable impact on livirig standards.
4 et

Modern personnel management has evolved as a result of ',line inter-.

rel r d developments:

rapid,technological change and a drastically increased specialize-

tipn _of labor associated with the Industrial Revolution;

the emergence of free collective bargaining;
the scientific management movement;-...-
early industrial psychology;
governmental personnel practices gEowinglout of the establishment

of a Civil Service Commission; '

the emergence of personnel Specialists and various groupings of
these specialists into personnel departments;

the human relationsand industrial sociology movements;
the development of behavioral sciences and organization theories; and
social legislation over the past seyeral. years.(French, 1974, p.)0)

1r/

All of these developm6ia had considerAy impact upon the evolution of
humanizing employment in business, industry, government, and educatioh.,
"opefully, the Objectives that follow will help you to become familiar
with the personnel function, which is an integral part of yoUr responsi-
bility as A special eduC'etion administrator, and to be better equipped
'to administer this facet of your total assignment.

ii
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f

For purposes of organization, this course of study has been divided
into units below with excises found at the end of each unit.- The
exercises are designed7E6 reinforce th4 assimilation of the material
contained therein.,,,,In adeition,,there'gre critiques included which are
intendeato provide feedbacktu the gethois as to the appropriateness
of, andlne effectiveness ofmaterial presented, Your frank appraisal

.

of our efforts on the evaluation forms is sincerely appreciated.
, . .r

I. Staff Relationsaind Adminidtration
A. Administrative Deveropipents
B. Staff Relations

II.a 'Recruitment and_Selection of Staff
A. Phi'lgoOphigal Overview
B. ReCr tment
C: Th elkection Piocesa,,

III. Human souxce
A. Imlibrtance

B. Ov rview
of Planning

IV. Staff D elgpment

V. Evaluati n of,Staff and Administration

iii

9
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EVALUATION OF
STAFF A'ND ADMINISTRATION....

I

Men are much more unwillifig to have their'weaknesses'and-
imperfections known than-their crimes.

, .

Lord Chesterfield-
.

'.We live,by encouragement and die without it - -slow1y,

madly and angrily:

CelesZIkHolm

/ .

To evaluate is to find value ovamount of, determine-wortho
or appraise. Thld appearato haVe a very positive connotationJ.'
that of pointing out the strengths and attempting to do away with

\weaknesses.

The purpose of this objecttve is. to discuss those purposes,
Uses and lechniqueeinvolvedin evaluation' with the objective of
nosing this as a tool to improve the educational program,

4

,USES AND OBJECTIVES OF THE EVALUATION PROCESS

Appraisal is both a proCedure foT determining reemployment of
.probationary'teachers and other pgrsbnnel.as well as 'for suspensions

and dismissals. The latter uses--suspensions and dismiesals--
certainly,imply negative aspects for a process which has long range

. PM V-1.
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positive implications for the system as.a whole.
.).

Built into the discussion are key factors that delineate
effective functi9n4,ng of a department of position., As the material

is reaa, mentally evaluate your* present position and_other employees

in that system or -.some other one with which you are familiar, in

. light of points mentioned in the text. If you wish 'to carry out a

fiery thorough and extensive evaluation of the personnel function in
your district, try to beg, borrow or buy\a copy-.of Standards for

Personnel Administration published by the,American Association'of

School Personnel Administrators. With this in hand, appraiial of .

all phases of the personnel function in any school district can be

made in depth,.

Here, as in other units, much 'of the material is quite basid in

,nature, and the topic is approached from the standpoint that the

reader is relatively uninformed on the subject. For those who find

it too basic, it is recommended that you read additional material

Listed under suggested'readings. There, are two very easily read

books on management which dea1 with this topic as well as others,

even though they were written for managers outside ot education.,

Thty arse Batten; J. D. Tough-MindeUt,,MAnagement,-Revised Edition,

American Management Association, 1969, and Fordyce, Jack K., Managing

With People, Reading, Mass.: Addison7Wesley Publishing-Company, 1971.

The assignment for this objectiire is designed to be used by you

in your work and is not just another exercise to meet a requirement.

It is hoped that you willapproachit that way when,you work on it.

"Miss Jones, let's lire Anonymous immediately "

PM V-2
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EVALUATION OF ADMINISTRATION

In .a total on-going evaluation'of the personnel function of a
school system, an assessment of every level should be undertaken,
ranging from the board of education to eMployees. While your itapact

on affecting change at levels above your area of responsibility may
be somewhat limited, an understanding of criteria :implicit in a
professional administration may be helpful in your functioning more
effectively in your position apii in evaluating others..

1. BOARD OF EDUCATION

The basic function of the board of education is polickmaking
and review"of the-total educational program (American Association,
1972). In carrying out this functIon, the board should establish
general policies and be concerned with the implementation of these

A
policies rather than become pro6edurally involved in administrative
or instructional processes. This responsibility can be discharged
by periodic reports prebented to the board either orally or in
written form. Some boards set aside time at each, meeting for an
educational presentation whi.Ch keeps them abreast of current
educational practices in their district.

The once common practice-of the board of education becoming
involved in administration has fortunately become less common in
reCent years, especially in larger districts. You are fortunate if,
in your, present position, you are operating under a board that under-
stands its ride and functions within it.

2. SUPERINTENDENT

As the educational leader in the school district; the superintendent"
of schoolerehould furnish professional expertise in the development and
improveme. of the educational program to fulfill the objectives of
the schoorsystem. In accomplishing thesd,objectives, with regards to
personnel matters, the superintendent should:

.

,

Delegate authority and responsibility', commensurate with the
Optima placed on the personnel department. .-

.Make-it possible for the personnel administrator-to report directly
to that office.

.-

_ Provide effective channels of communication and coordination between
the personnel department and other administrative u Ps.
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Asftme responsibility for actions taken by others when author±ty

has been delegated.
Organize staff according to the team staff concept, with the

personnel 'administrator part of the team.
Monitor each department, including the personnel department, through

oral and written reports.'

ADMOISTRATION

a. CHIEF, PERSONNEL OFFICER. The.director of personnel or other
chief personnel officer should be responsible for interpreting personriel
plans and procedures for other administrators including the special

educatiOn directot. In addition, he should do the following:

provide leadership'for professional growth and in-service training

programs;
recommend policies and changes in policies affecting personnel;
provide counseling to employees as requested;
formally appraise subordinates on a regular basis;

4 promote the personnel function in the district;
- administer.or delegate the administration of the personnel depart-

ment;
delineate areas of lines of responsibility in the department; and-
keep abreast of .current personnel prac'tices and sit on or provide

back-up for the negotiation function.

b. POLICIES AFFECTING PERSONNEL. All policies, rules, regulations
and by-laws of the school should be in written form and should be kept
current. These should be easily accessible to all employees--so they
are aware of their rights, benefits, obligations, and duties. Policies

are generally the result of a cooperative effort between staff and
administration to arrive at an agreement about personnel matters.
These policies must consistently be administered in a manner that
avoids discrimination or invites grieyances. On the other hand, admin-
istrative procedure is a method of accomplishing a goal that does not
necessarily have the sanction af staff. A case in point might be the

method of evaluating teadhers which, s used by administrators but with
little or no input from the teachers.

Developing good-personnel policies includes procedural aspects
of implementing policy together with the staff available to explain
and interpret them, as needed, to employees. Finally, policies should
be dynamic and subject to periodic review and updating, as conditions
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demand. A good illustration f policy flexibility is the drastic
change in maternity leave pol cies throughout the nation within

the'last five years.

The trend today, on the
toward the inclusion of what
items'not subject to negOtiati
jurisdiction of management) and
which are negotiable. Needles
went more and more as each poll

t of teacher organizations, is
re once policies (meet and confer

and under the administrative
r conditions of professional service
to say, this may restrict mange-
y becomes a, package item.

FACILITIES. Physical facil ties vary greatly from building to

building within a given district and little time will be spent here

discussing them. Suffice to say they should be pleasant4 attractive

and adequate, from the standpoin of offiCe equipment, staffing rooms

and materials. Of all areaso b- evaluated* this one would be
easiest to do, and the ratings by various appraisers would be most

consistent.

d. RECORDS. Records on personn- should be maintained in the

personnel department. These are t' include personnel information

on the employee and work records. They should be safeguarded against

loss'or.damege by fire or other ha ards and should be filed and main-

tained under a sell organized plan =nd procedure. Since many records,

fare irreplacable, a method of safeguarding them, when in use, should

. be devised. As computerization bec es operational in school

districts, many of the concerns ci -d aboye,hopefully

resolved.

--Under current statutes Winne
certificated employees have access
presents a problem of *confidential
references and other supportive d
employees--confidentially prior ,t

in the personnel file. They shou
destroyed in Tier not to breach
soliciting such information. Whe

rfor promotional purposes, a real

in the promotional file is open t
indicate on the reference fori t

ota Statutes 125.12/12547),
to their personnel This

ty. As a result; those credentials,
a that have been collected on
employmentshould not be filed
be returnedto referent or
e confidentiality agreed'upon when

generating a file or.? an employee

roblem is posed since all information

the employee. Many districts now
t the evaluation is open to the

employee; consequently, they are finding that such a procedure affects

the rate and sincerity of the response. In fact, frequently, the

referent will not complete the form On that basis.
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e. STAFF PROCUREMENT. An eff4ctive program of staff procurement
should assist in predicting staff needs, enabling the administration
to make projections for current and future employment. This is
accomplished by supplying data an current staff turnovers, resigna-
tions and retirements, and evolving employment patterns which are
coordinated,with enrollment patterns to arrive at some estimate as
to anticipated needs.

An effective program of staff procurement should also provide
qualified personnel with information on available openings, and
encourage interested.personner to compete for these vacancies. This ,
is accomplished by an effective recruiting program discussed in
detail inweEnctive II of personnel managepent.

f.' STAFF SELECTION. In assessing-the selection procedure, the
following facrers must be considered: impartiality; reliability and-
validity of rating; objectivityvand follow-up., .

Thelfollowing questions should guide proper assessment in the
selection procedure.

Are screening proc edures:impartial?'
'Do all applicants receive equal consideration? ,

' Are supportive data collected' impartially?
Do the evaluators use the same. criteria in rating all candidates?
Are biases eliminated from the screening procedure?
Do the evaluators have needed expertise'to do ad-adequate *job

of screening?
Does the screening committee represent a cross.sectian'bf levels

of employees in the district?
Are tests and written' exercises reasonable and impartial?
Is the candidate appraised' at each level in the selection.

process of his/her status?
Is there sufficient follow-up to keep candidates informed after

screening?

These and similar other questions, you can ask yourself about the
selection' procedures in your district.

g. ADMINISTRATIVE APPRAISAL. Administrative appraisal generally
takes two forms; first, is the appraisal by superordinates, and, second,
is the appraisal by peers. .Below are some'statements which imply the
effective administrative appraisal procedure.

Administrators participate in the development, review,
and revision of the administrative appraisal process.

1411
Administrative appraisal program aim to develop an.

individual performance profile through the use of a combination
of superior, peer, subordinate, and self ratings.

.4"
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Adminlstrators'are,periodidally counseled segarding
their performance profile:.

PerfOrmance profiles that become apart of the
administrator's permanent ,.file are' signed b'y the adninis-
traor indicating thaehe has seen the profile and-has been
counseled.
, 4

Administrator development programs are taliored to
each individual -based upon the strengths' and weaknesses
shown on the performance profile. (American Association,
1972, Pp. 29-39.)

'a
iti

The implications are clear that, for an.effective administrative
1Staff, ongoing evaluation is a must. A well known practice in meeting
those objectives Weaned Management By Objectives (MB0). If you Are
not familiar Kith this program and wish to find ,out about it, the
resources are voluminous. 'In_addition, in most of- e seledted
readings listed at the end.of this objective, you wilt. find descri
tions and applications of this practice.

As far as having staff evaluate administrators is concel-ned,
there are districts that encourage this; Under the'administrativs4:
regulations section of the current agreement between teachersand*he
Minneapolis Board of Education (1972), it is stated that: ,

To promote a-higher level of effectivehess of administrator
performance, teachers may submit individually, or collectively,
on an annual basis their impressions of the principal's and/or
assistant principal's effectiveness as an'dministrator.

-One copy of such statement is to be sent to the adnunistrator,
one copy to the appropriate associate superintendent and one
dopy will be filed in the administrator's personnel file.

An, administrator may, subMit a written response to the evalu-
-ation statement and such response will be attached to and
become a part of the administrator's personnel 41e. _

No reprisals of any- kind will be taken by the Board of Education

or the administration against any teacherdr group of teachers
who submit an evaluation statement of 'an administrator for
takftg such action. ('p. 81)

Whether any formal evaluative instrument -)has been devised by
teacher organizations to accomplish this,'it is unknown; but the
vehicle is there to be utilized. Such evaluation has been piece
meato date with certain individuals doing soon their ownfor one
reason or-snother.

Z
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.' The following are elements in any program:
. .

% An ongoing method o0 effItting positive change.
A method whereby retentidn or release of personnel can be

justified, , .1
, .

-- A,documentatiop o the, effectiveness of-an indiliduaf or

program.
An:effective tooi,fOr substantiating the need for new and

expanded programs. t
.- .

. .

IClegal device implied or tequild by statute* or regulations.
'. A budgetary tool', , ..

.., .

A learning experience. -.:'

A device for more effectively uti4izi4rsonne l reassignment,..

transfers,, promotions, etc., ../

.
; le

There can, be many more reaons added to this list, but it again points' up

the necessity for an effectiVe evaluation proCeiure.

When the evaluation centers upon personnel, an effective appraisal
.system should include plans similar to that suggested by Castetter
(1971). As he pointed out,- such 'an. appraieal-system should:

.,

. . . Enable every individuail employed by the schoollystem

r----- to know what he ii-expectdd to do'ana to Understand the.

results'he is expected to achieve'in performIng the work
related to his positidn.

romtunicate to every staff member the level at which
.

he. is expected to perform his work.
Inform each staff member as to how well he is actually

Aip-

performi g, the ?or* to whiCh he is assigned.
.

.

Enable personnel to-underer'pndwhai is expected of them.

e Train'apprai,sers to understend,the appraisal system and,
to.utilize it effectively in making judgments re tive to

inaividualsepeormance and planning for'self-deve opment.
DevelopfrapP'raisal methodology designed to de rminehow

well individuals are achieving position goals.(p.2 7)

4 - A
*

EVALUATION OF0STAFF

Asie

STAR' EVALUATANILOVERVIEW

, ,''. 4. **

* 4.--L-17
itf: '

With the'44a4ctions of the board Of.education and.supdrintendept
and atiministratibn delineated, the topiC Of aluation will Ile'

.

discussed frwnthe aspect 9f evaluating per al. As ad .

4 *

introduction to this subjeCt, several assume ns upon which ..

'tradifidnal appraisal prbgrams frequently operate should be:
examined. While the concerhA listed bel5ow were formulated for...
industry, they certainly haye considerable .implications for

'i6educatn.
i Im, .

A .,. . 4

I Mb

4
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The manager may feel anxious or insecure about the
appraisals that are being made of him by his superiors.

The'manager may be resentful of the systegoitself,
particularly if it is imposed on him and if illiburdens him

with paper work.
Some managers are, reluctant' play God by judging

others; they may be sensitive to their power to d4rive
subordinates of their jobs or job progress.

Some'managers are excessively modest or skeptidal,
believing themselves iiieapable of being fair or accurate
no matter what. ,

Subordinates often react adversely to the threats or
critipisms inherent in evaluations, making the supervisor's
task more difficult.

For many managerb the appraisal process is acceptable,
but they dislike the tension that arises in reporting results
back to the stibbrdinate, or in being subject to higher-level

reviews.
Some managers cannot accept the extent to which analysis

of their subordinates' behavior leads to counseling' them,
and to corrective ,action, or that it points, to their own

deficiencies.
Some managers enjoy playing God.and use appraisals to

enjoy the sadistic or excessive effects of power.(McFarland,
. 1968, p. 326)

There,probably is no'othbr single element of greater concern in
staff relationships than that of staff evaluation and performance

appraisal. The wholeconcept is fraught with iuspicioriand,a

eertainty that there is,no.real objective method for judging others.

ALAdded:tothis concern is "the discomfort with tthich many individuals
iii a,aemocraticaociety have when required to judge worth of an4

relatqthat judgment toanother individual (St.effenson, 1963,-p. 27).

With regard to evaluation,Woodring (r957)pointed out the

following: .

A compilation of factual data, however - accurate and'

coMprehenSive the statistics may be, is not evaluation

but only a step toward evaluation. The word evalu-

ation implies a system'of values, and decisions about

.values involve human judgment. The actual evaluation

imust a/wajlis require decisions about huoan beings as to

what is most worthwhile.(p.62)

In spite of the problems implied in evalwition as a procedure,
thAre is'no question that it is a necessary component of any proiam

_.for-thkobvious fe'aeon that it "provide personnelith opportunities
to grow in the directiOn that will satisfy individualand school

systed needs:"
t

V

t ,
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2. EVALUATING PERSONNEL

s_

The administrator is frequently involved in the appraisal of
administratorsCertificated awl classified, certificated persvnel,
and classified personnel. This process may be for the purpose of
determining reemployment, promotion, merit salary, transfet and
reassignment, and performance.aszan ongoing procedure having none of

s
t--- the above implications.

A
a. CERTIFIED PERSONNEL -- PROBATIONARY. You shouldlecome familiar
with the statutes in yOur state governing the reemployment of pro-
bationary certificated personnel. These vary in some states for
different types of school districti! As pointed out in an 'earlier
section, 'the probationary period in Minnesota is a standard of three
years-for school systems in cities of the first class. This is not
true of other school districts where the fitat-Vi'obationary period
is for two years, and one year for subsequent probatiodary periods
for certificated personnel moving from district to district.outside
cities of the first class.

This Short probationary- period poises a real problem for kile
administrator who Est evaluate these pereonnel for, among other
reasons, retention or release. Added to the burden is the constraint
that if the certificated employee id not legally notified of release

prior to Aprnlik, that person is automatically reemployed foi the
fq4lbwing year.

1,

Appraisal forms generally fall into three classes: a checklist;

a narrative; or a-combination of both. No one, to the authors'

knowledge, has devised a completely satisfactory evaluation instrument.

In Minneapoli's'', they have 'revised forms frequently and, ate-Ohe time or

another, have used all,three. The present form used for administra-

tors is narrative form which requi'res a statement by the evaluator

and room for response by staff member being evaluated. On the other

hand, the evaluation form for 'probationary teachers,is a combination

of both narrative and checklist forms.
,

Whatever the form used, certain specific objectives should be
kept in mind when designing your appraisal procedure.

O

For what purpOses will therappraisal system be designed?-

46. !I If the performance of every individual in the.school
system is to be appraised, how can the appraisal system be
adapted to varying types of peoplg, positions, and puposes?

What mdthodology will be used to appraise personnel?
Who will do the appraising?:-
How frequently will apitaisal,,b0 made?.
Who will train 'the appraisers?
What will, be done to ensure- the validity of the

appraisal process?



b

. Howtwill the results of appraisal be used? :4

What ,type of record system is needed to document inform;,-

4
.

-tion relating eoindividUal.performance appraisal? .

e Now will the appraisal process be finked to other
'personnel processes? (Castetter; 1971, p. 23)

\,

Each form should be designed to,provideisp for a response by .*

the.persqn appraised together with any recommendations forthcoming,
result of the evaluation

If it is the narrativrform that you plan to use or are presently
using, some guidelines should accompany theorm to aid the evaluator
and person evaluated as to: the Purpose; what areas, of concern are
to be judged; and iniiiblat form the staAment should be yorded to be .

most usefill. The advantage of this form is that the evaluator ip not
restricted to items listed, as is the case, with the checklist. On the
other hand, the problem With the nattative form is that, too frequently,
the evaluator writes some inmetuous, general statements that have.-
little to do with judging performance. A checklist does deal with
specifics, but as implied, 'it may be too confining. It follows, then,
thai combination of both may be most useful to the evaluator and sff
member beini evaluated.° The.suggeated topics on the checklist will

ta

cover:

IF Relationship to Others including students, staff, parents
AY and public.

Knowledge of subject matter.
Personal qualities including Aense of humor, initiative,

enthusiasm, poise, judgment, attitudes.
Delivery--voice, dictin, ability to communicate.
Learning activWes--Olanning,'motivation, continuity, use

of supportive materials,,physical environment, learning outcomes.
,Sensitivity--human relations.

4

If your district sets a minimum number of observations and con-
ferences with probationary teachers, space on the form to record these

will provide documentation for later review.

When the form is comp1eted.and reviewed, sufficient copies should
be made, so that'the evaluator, the person evaluated and those sub-
sequently required to review and make recommendations will all have

copies., Spaces should be provided for signatures of all concefigT

so that no misunderstanding may arise at some later date as to who was

involved in the evaluation. On occasion, the person appraised .is

unhappy with the evaluation and is reluctant to sigd it. He may

assume that signing it connotes agreement. It should be clearly) under-

stbod, however, that a signature implies only that the document was

reviewed by all the sigaat9ries.

,Evaluation can take orie or mote of several forms: self,evaluation;

evaluation by peers; evalUation by ouperordinates; evaluation by outside

experts; evaluation by students; andjor evaluation by parents and

. community.

PM y-11 603



I

ey

(1) Self evaluation. A self evaluation should be built into any

evaluatilk process. Self evaluation is usually the result of

mutual understanding as to mhat constitutes a fair evaluation,' b-

and it is frequently the outcome of-the person being appraised

also making his own self appraisal. To this end, it is the

policy of Minneapolid Public Schools that all probationary teachers

be proviZed with a copy of the evaluation form at the beginning

of their initial contract year.' The purpoie is that they become

aware of items on which evaluation is to be based.

1'

(2) Evaluation by peers. The whole concept of evaluation by

peers has considerable merit, because of the similarity of
'background and experience betVeen the evaluator and the person

being evaluated. In addition, fellow Staff members generally'',

have Much closer working relationships,; and factOrs mentioned

under areas to be considered in evalua op4ould,be effectively

'judged by peers. HoweVer,'there is a oplettl-Which centers

,around devising a system whereby such e aluations can be

implemented. The statement quoted earl er, regarding "the
discomfort with which many individuals n a democratic society
have when required to judge the*worth a 4 relate that judg-'
ment to another individual," is most pe anent.

Another facet of --the ptoblem is th
tivedr-etrained relations with peers, i
than positive. Teacher organizations 2r
of the evaluation process and oppose pee
reasonable to suggest that if there is t
component of peer evaluation should be n
is possible foi the evaluation to be acco
positive, nonthreatening manner to liotA e
without necessarily negotiating itsscompo
should strive to generate more coopeiatlo
of this procedure. Unfortunately, evaluat
very threatening for many. ,

The evaluation of probationary.teache
school, may be a legitimate function of th
men who are generally compensated in eith
for this added responsibility. Any, succes

of them in evaluation procedures where job
issue is not known.

implication of nete-
evilUations are legs
generally critical
evaluation. It is
be evaluation, the
otiated. Towever, it

plished in a very
aluator and evaluatee
ents. Administrators .

in the implementation
oryippears to be

(3) Evaluation-by subordinates.- Since the
adminiStrator is gerierally charged with the
of deciding whether to rettin or release th
teacher, the task of evaluation falls on th
one delegated to act on the administrator's
a sizeableSask.when there are several teat
evaluated,, since this implies a considefable expenditure of

.

s in the secondary
department chair-
r time or salary
in involving most
ecurity is the

upervising
responsibility
'robationary
t person or some-
behalf. It, becomes

ers to be
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time rnd effort. Some guidelines and timg.tables should be
worked out, so that sufficient time is allowed to make a. "---""

reasonable and defensible evaluation.

Questions arise as.to whether visitations should be
planned oraiiiintaneous, what other information shoUld be
utilized in the process, and how many and what form should
conferences take in connection with observations. Possibly,

certain staff members appear to have more problems and'need
more attention. On the other hand,'can too many visits be
construed as harassment? How can one be \certain In the short
length of time-between September and late February that one
had made the right decision, assuming the decision is not to
recommend a beginner for reemploymen If one decides tri
give.the teacher another yeari's trial, what kinds of remedi:-
ation should be implemented to inc'ease chance for success?

.

, These ate a few of the many questions facing tbe.admtnia-
:trator prior-to the date of theMavich board meeting; by which
a decision has to be Made. In Minnesota, the board af.education
must act'on these, reco6mendatidAs'in March since the probationary
teacher must, by statute, be notified by April.l or is assumed
to be reappointed.

A common practice'is to make both planne6and spontaneous
visitations--the latter being more informal and shorter. A.

teacher;-knowing that an observation will take plaCe, probably
willmake extensive plans to create a poSitIlle impression even
to the point of setting op'the students for the impending visit
in some cases. This preparation is as it should be, because
evaluation should be a '.earning tool as well as a means foi
deciding on reemployment- ,

Conferehtes regarding-performance,Cen be'threatening to
,beginning teachers. For this reason; effositshould be made to
dispel the notion that the purpose is sole to discuss'inade-
quaciei. If a reputation of a threatening tone in conferences
is held of the adMinistrator by staff:the administrator may
be faced with the problem of always meeting with the teacher
,along with a teacher organization representative, at each.
conference: While there is nothing wrong-with this, one can well ,

assume that such a meeting will probably be less productive
than if it were not the case

During the final meeting% in preparation for filing the
report, time should be set aside for the teacher to respond in
writing. to the evaluation. The completed blank should be given
to the teacher to review andeturn within a reasonable length
of time, with any'comments recorded or attached..
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605

0.



Some schOcil districts do not-require that the administrator .

file'a-probationary reptxt on all teachers before,the April 1
deadline. Reports an those who will be recommended for reemploy- _
mentmaV be filed later on din the spring, possibly to insure

: -the report has more significance as a positive evaluation tool.

As indicated earler, you should be quite conversant about
nditions of release as delineated in your tenure law', because
lure to follow these statutes may result in your retention of
acher who you may have, otherwise, planned to release.

(WE .luation by outside experts. In shale districtsAupervisors,
consul nts, directors, and others are involved in the evaluation
procedur , either by the function or upon invitation di the -

administr tor responsible.for the ultimate decision. Whether
these personnel routinely observe or are invited to do so; it
should be on,a scheduled basis, with the awareness of both

. .

the building administratOr and the teacher.

It is not common practice to use students, parents and
the coAlliFfEY as evaluators of probationary teachers for

purposes of reemployment. They may be asked to do so by the

teacher as a means of determining effectiveness, or for reasons
other than employment. However, there are exceptions to this
in situations where the community school concept is in operation.
While it may be admitted that' this resource possibly could be
effectively utilized, the validity of evaluations-made by
nonprofessionals needs more investigation and research.

Ah When evaluating classroom teachers, among other things,
afflee areas of concern seem,,ro assume considerable importance`:
first of all, relationship to students, staff, parents and the
public; second, personal,qualities and how they effect performance;
and third-, competendlesAn tj-le field subject matter.

The following list includes characteristics that are
grally accepted as desirWin.an effective teacher, and may
bempilincorporated into the evaluation process:

Impartiality--are all students treated alike with'respect
to abilities, attitudes, and interests?

Openness--is the teacher able to instill a feeling,,of

-credibility and trust?
Sensitivity--are positive human relations in evidence?
Supportive:lessdo staff members foster self-confidence

in students and promote ,a positive image of the..building?
Approachability--ate others anxious to seek ouethe

counsel with personin question?
Acceptance- -how well is the employee accepted and how well

does the employee accept others?

. '606
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.
Friendliness-rdo others seek out this person and"feel

comfdttable around him/her?
COntiolis considerable self discipline in evidence when

dealing with others? '-

*Cprifidenceis a positive feeling that this person is

competent radiated? . .

- Articulateness- -are explanations concise and easily under-

stoOd? i

Tolerance--is there an indication that there is acceptance,

of another point of-view?
Respect - -is -there appreciation of a different orientation -

than one's own?\
Cooperation--is a willingness to work with others in all

categories notice/4W?
Concern--is ehere genuine empath in evidence?

.Attitude - -is there a desirability o leard from others a

positive feelingabout?
' Judgment--are decisions carefully thought out?

Self-Reliance--is the person a self-starter and able to-
perform with a minimum of out de support? ,

'Poise- -how do adverse si tions affect performance? .

Initiative - -is there ey ence of experiment, creativity .

-,- and performing beyond_the acceptance level?

You certainly c n acid to this Hat and will want to do so,

in developing a new al' tin form or revising your present one,

if such is needed. 40foo technique in approaching this ...

project is to solicit-in uttfrom staff at all levels. The end

product is-then much nioila acceptable to thoie being evaluited.

II%
In addition to characteris cs mentioned, the evaluator needs

to lqok at such things_as ap earance, sense of humor, voice and

diction, mannerisms, distractions, classroom approach and other

personal factors that are pertinent.
, .

The third area, that of eompetence in the subject, calls
for an evaluation based on some knowledge of the subject. This

may pose a problem for the administrator not versed in that
particular-area of expertise. _However, there are certain areas
that can be judged and these include: .

planning activities;
physical environment of,the classroom;
organization of materials;
use of varied techniques and methods;
involvement of students in the learning process;
apparent continuity in the educational grosrati;
use of instructional aids including audiovisual equipment

and other -resources; and
the effectiveness of the lesson in meeting, goals and

outcomes.
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It must be assumed that the teacher when _hired is competent

.in the subject matter content, based on training and certification.
If,there are misgivings qn this point and the supervisor feels
the need far an outside terson to assist In making judgment, this

would be-the proper time to seek that-aoistance.

,There are many evaluation forms 14.0 use for the purpose of .

evaluating teachers for reemployment. When you are-able to come\

up' with one,that effectively servts your situation, the next thpg

to consider is the techniques in using it.

Keep in -mind that taking ambitious notes or actually.
filling out a form while making a visitation is, generally quite

threatening tp the teacher. Any effort on your part to inter-
vene or' confront the teacher during a demonstration or lesson
is a ,poor.technique also. Such matters-are better discussed

at the immediate follow-up conference. On the other hand,

efforts by the teacher to draw you into the activity being
observed have many drawbacks, since you are there to observe

andevaluate: Timing is important, and the length of time

spent should beigetermined by the activity. Perhaps a prior

discussion with the teacher as to proper time limit-Would be

a good idea. You may wOnt the teacher to select the time for

your formal, observation visit. Undoubtedly, the teacher-will'
choOse the-time_i_n_which.the outcomes will have the best chanta---

of being quite positive. There is, certainly, nothing wrong
_in that; and, you will:most likely hear about the less success-
ful teacher by way of some other source of information. After

the observation, you may want-to sit down with the teacher and

Lo they fill out the evaluation form. The end Vroduct then

shUuld be muth more satisfactory to both parties.

b. TENURE TEACHERS. We have stressed evaluation -as a tool for
improvement but not one to be used for determining competencies in
the employment procedures. If it is to'serve that purpose, then it
follows that all'staff should be periodically evaluated. Generally,
tenure teachers have resisted any efforts to establish such an
evaluation procedure. Probably, the suspicion, is that the device
poses a challenge to their job security. In spttm7of this, many,
school districts do systematically evaluate all stiff and with useful

results. A case in point is with the Minneapolis Public Schools
system. iou will recall an earlier reference to teachers -being able
to evaluate administrators. On the same page is the following state--
ment:

6 0
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A

To promote a higher level of effectiveness of each teacher's
performance, principali will submit every other year one or
more of the following to the appropriate superintendent:

-A. A written evaluation regarding teacher effectiveness.
g. A written summary of a principal -Vacher conference

regarding the teacher's effectiveness.
C. A written summary of an observation conducted while

the teacher was working with students.
One copy of any such written.evaluation or summary will ben
filed in the school office, one copy will be sent to the teacher,
one copy will be sent to the appropriate associate superintendent,
and one copy will be filed in the teacher's personnel file.

A teacher may submit a response to a written evaluation or
summary and such a responSe shall be attached to.and become a
part of the teacher's personnel file.

Ak
This is presently being carried out with a minimum amount of unhappi-
nesson part of teachers involved.

Having skimmed over scores of these evaluations over the past
two years as a function of personnel department review,,little that
is negative was found. On the contftry, many of the observations
certainly have made the teachers feel appreciated and pleased.
Similarly, many contain statements'written by teachers a which are

very supportive of their building or administratgrs.

People want a hand in determining the direction to be
.taken in their jobs or department. They cannot be led

by the supervisor who" makes a meaningless habit Of
asking about the wife and kids gr administering 'a pat
on' the bacR when the employee knows it was not genuinely
earned.

n

People are basically happier when their work provides
. them with stretch, pull and challenge. Most employers,
surprising as it seems, do not expect enough from their
people. (Batten, 1969, pp.23-24)

So what better way is there to dOcument this than by a written
evaluation which becomes a permanent part of their file and is conducted
on scheduled basis?

c. EVALUATING CLASSIFIED EMPLOYEES. Since noncertificated or
classified employees generally 'deal with more tangible "commodities,"
it seems reasonable that their evaluation process should be more
concrete and impersonal. For example, you may say that either a
typist is efficient and accurate or sloppy and slow; either a filing
clerk takes time to file materials properly or does not, and so on.
I think the important factor missing here is that you are dealing

PM V-17
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with people, and eny evaluation you carry on must ref ct a sensi-

tivity to factors other than just effectiveness in th task being

evaluated. Be that as it may, evaluation forms for positions in the

classified service are generally of the checklist type. There is

little room for judging human values, unlessthere is spat for comments

somewhere on the form.

Some common skills on which these personnel are evaluated are:

a

quality of work;
quantity of work;
job knowledge;
persodal contacts;
to manners;
ability tofollow through on assigned tasks;
dependability;
ability to get along with others;

46_, interest in the work;
appearance;
physical health/attendance pattefns;
ability to grasp ideas+,..

initiative;
, acceptance of responsibility; and

work skills.

Devising a form to rate these factors is quite simple and,' with

an added space for comments, the evaluator has another opportunity to

bolster the morale of employees to p-rovide any beneficial comments.
'As was discussed in other cases of evaluation, having a review with
the employee and making the permanent rating during that session have

. also considerable *fit.

,Since this unit is concerned with evaluation, it might.be a good

idea to suggest that you have periodic meetings with all your staff
to get ideas and suggestions from them; This will help revisions and

updating needed to' make your department more effective. Too often,

we overlook the potential and creativity in certain staff members and,

thereby, fail,to use a resource that is readily available.

You will be surprised at some suggestions that will come forth in

these meetings whichare made by employeesat all levels of responsibility.

In addition, it is suggested that, for such a meeting, the agenda be_

planned by them, and that they assume the duties of conducting it.'

Since gOdd employee relations is the key to effective personnel manage-
ment, involving total staff in every waypossible can only enhance

meeting this goal.

Evaluation prOcedures are also used for documenting situations that

may lead to suspension or dismissal. This, obviously, explains why it

i
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has such a bad reputation! Nevertheless, it is a very legitimate use
of the evaluation process, since any action of this type has to be
defensible and a thorough appraisal that can standup in court is
quite necessary. Again, a series of evaluations in the'personnel file,
substantiating the change over a considerable period of time, is
invaluable. While this is an unpleasant aspect of any administrator's
job, it is built in and must be recognized. .

Cartoon by Ii Afortan

D. REVIEW OF MATERIAL

Own the totana we've sound that kneentweA
bait asap have to be Atatoe, camenae,
04 tnis to &mei.

A certain ambitious verbal young senator was sponsoring a bill,
and a reporter from a Washington paper was assigned to write an
article on it. He drove out to the senator's house and tapped at
the door. The senator's wife answered, and the reporter began to ask

her questions about the proposed legislation. She started to answer,

then stopped and said, "Wait a minute. You should be talking to the

senator. He's just "in the study. I'll go get him." The reporter AiL

responded, "No thanks, I don't want to know thatmuch!" Hopefully,

this doesn't apply in the case of our discussion on evaluation Qr
perhaps you want toeknow more.

PM V-lti
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In this objective several important points. were discussed with

regard to evaluation: .

Evaluation is a necessary component of any ongoing enterp se.

, Appraisal is a positive procedure for the purpose of impr ing

the program.
Written evaluation forms vary from checklists to narrative in

make-up, and combinations of these two,types appear to be the most
useful.

Staff, at all levels, should be evaluated on the scheduled basis
and should be involved in constructing the evalUation form.

Employees should also be encouraged to evaluate themselves.
Visitations can be informal or formal.
Conferences should immediately follow visitations to insure

'continuity.

WRITTEN ASSIGNMENT

1. EValuate your present school district, or sone with which

you are familiar, on basis of information contained in

the test from board.of educatien to physical facilit±es.

Write a report covering this evaluatioft organizing it on
the general lines the material follows in the text.

2. Construct separate evaluation forms to be used in your

district for appraising the effectiveness of

a. administrators
f b. teachers

c. classified personnel
,

,

3. Use the above forms and evaluate at least 'one volunteer in

each category and conduct a follow-up conference, at which
time you mutually arrive at an acceptable rating.

Submit items 1, 2, and 3 together with your critique of
this unit.

4. Describe your*-plan and rationale for development, assessment,
and evaluation of a teacher in the field of special education.

REQUIRED READINGS

1. Calhoun, T. Evaluation--the stat= o the art, Personnel New
for School Systems, March 1 , pp. 4, 9-11.

2. Castever, W.B. The personnel funct on in educational
administration,- New York: The MacMillan Co., 1971.
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3. Goodfellow, M. A good employee relations checklist, Modert

Office Procedures, July 1973, pp. 34, P-38.

4. Kleber, T
Personnel

5. Lubbinge,
MASB" Jou

.P. the six hardest areas to manage by objecti

Journal, 1972,22, 571-575.

R.E. Should employee-evaluation be negotiable,
=Al, pp. 7-8, 11-12.

6. Administrator Evaluation
,

7. Teacher Eva;uation
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REQUIRED READING

I

EVALU ION - -THE STATE

OF TH ART*

L
3

a 4
. *. EValuation begins a a' point where a letter telelhone cal'

. -

`inquiring aboutilaployme is received. Thy; rear, es should.be
allocited to'"a orot p eemploymAnt'screening-pri to the offer
of a, position, Evalua ion done, at this point is, sod* critical -s-or
at°1east ag critical -rag, the evaluation Of a person once on the job.,

1,'-'--_,-,

' When people knew and understand their job,expectations,, it will.
more often lead to mutual satisfaction. This concept becomis more
,inherent whin the follawAng questions are answered: . Os

/
. .

',Why evaluate?
How evaluate? A, , ,,,,

.
.

.

,
. .

y j

With the sbpve OesfiOns ansWered)., lischool.managementcan beg

respond toy he pressures of the Seventies-by:

. gretaininvits authority to manage through vigorous and
"knowledgeable action at.thh bargaining table and,elsewhere;*and-

iiplementing modern 'adminiitriative techniques and fair pay .
Ashlini 'using maximum input from. teachers in a cooperative effort
ftO get S "bigger bang for th4 bucks".

.
. t

. f5t,- -
. i

Iv,

(--
' 0

-4-F '

.

, *Calhoun, T. EvalusEionT-the state of theEart, Personnel New or
School Systems-,-liarch 1974, pp, 340-11. ,(Summary) 's,_

poet 61 5
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REQUIRED READING

2

APPRAISAL OF PERSONNEL*

.

A.

' ,Throughont this reading there occurred an exploration of
ways by which-the appraisal of individual performance in a hool
system can be made effective. There are many reasons fo judging
.organization personnel; three of the most important are manpower
planting, compensation, and self-development.

AThe.apftaisal process suggested li'this reading had t
following features: 4

Self-appraisal'by praisee td'enable him/her to'judge
the extent ro which he/she is-Aptingdperformance standards.

Appraisal,of individual 1,erforAncelby the superior to
determine how well the appraisee-is meeting standards. .

Review of results .gf respectiVe appraipala by superior and
subordinate to'aevelop individual- action program, . .

gksaassmen; by both pafties of individual developtent in terms
r of action prog4am.

Preparttion of new action program ty.both parties to cover the
next period of. individual developiant.

The suggested.actions for appra sing individual perfordknce
should enable every individual.in the system to know'what he/she
is expected to da and to understand the results he/she is expected
to acAieve in perf6rming the work relat& to the p9sition, inform

' each staff member as to hair Well he /the is performing the work to
whichheishe'is assigned, and provid-epersonneA opportunities to
:grew in irections which will sa af,y individual needs and
system.sucpeotarions.

.Castetter, W. B.-The personnel fuaciion.in education.D. administration.
:t.);:;:.:' -New York: ThejlacMillan Co., 1971. (Summary)
vilr

.

'

NI
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REQUIRED READING

A GOOD 17 TLOYEE Sf.LATIONS CHECKLIST

As a result of a five yearyroject,studying employee
relatiops, it was:learned that, any employer can avoid serious '

problems irmanagement can recognize clear patterns of successful
employee relations techniques. "Research indicated that the key
areas requiring, close, managemdpc attention are:thellowing:

number of shifts,
housekeeping,
wage rates,
incentive pay,
overtime piictices,
seniority,
promotion policyi
job transfer,
fringe benefits, t

discipline and grievance' procedureac
0'4

money, and
treatment.

0, 6

ot

Most of the companies that experienced outstanding employee
relations were found to have some %acirt Amp-way comm'un'ications
syste1 coupled with supervisory, trailing Anxi outside-expert guidance

When needed.

It was found that not mans managements have awakened to the
,changing spirit of the times, that' younger'employeee are, far more
militant than ever before, andthat ethnic and color groups are
vying for a Apater voice. Alensitivie tqlouch.voices keeps
an even keel-

. 4

Goodfellow, M. A good employee relations checklist, Morn ice

Procedures, ,71W 1973, pp. 34,, 7 -38%,(Summaryr
,
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REQUIRED Rabvssz
0

THE SIX HARDEST AREAS TO
MANAGE BY OBJECTIVE*

1

rManagement by objectiviS MBO) is the management of output

instead of 4tivity. Activities are the behaviors of people so

produce the /goods and services which are outputs.

Under, 0 a manager's performance of activities and effective

use of inp s are measured against'the results achieved in three areas:

perfo ance of regular and routine duties;
achie ing satisfactofy solutions to problems; and

compl tang new and inlaptive projects.
..

Altho gh reitults-centered ISO is a natural for managing

productio -oriented line departments, it is difficult to implement-

an 'MBO sir tem in the following areas:
.e

publ q'- relations,

engi eltring and research,

the ontroller function,

edu ation,
6. non tofit volunteer organirgpons, and

..gov rniment agencies.
\, '

The basic -one -two -approach to mahaelng by objectilles which

fits all areas is to'set strategic goals first, then to establish.

operatio =1 goals.
.

.

A ae1,r basic rules forthe successful use of MBO are:%

An 1:0-approach can be'begun at-any level of management iliitan

organiz tion, but it works best if started at the top.

C

*
Kleber T. P. 14c hardest areas-to manage by objective,

Pe sonnel Journal, 1972; 50, 571-575. (Summary)

-PM V-31 .I
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,g, MBO is a motivational syStein o manageinent.

'' Management of outp'ut is strenpthene4 if an organizatio.n's
systems of rewards and perform'ance appraisal are objectives7orientvd.

Patience. '

1

a

S
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REQUIRED READING°

"b.

SHOULD 'EMPLOYEt EVALUATION

BE NEGOTIABLE?

5

Before answering the title of the reading, the-author defines
evaluation as "a process in which judgments are made regarding the

,employee and his work." It is a continuing_ process for the purpose

of impr9ving .the quality of instruction or other work by mandating

the evaluator to review the employee's general and specific
responsibilities, examine the conditions under.which the employee
is working, determine whether the employee is meeting the responsi-

bilities and to what degree, and decide upon changes (if ant} that

should be made.

Once the definition is made clear and the reasons to "why

evaluate" are established, the author answers the quesiiOh of the

title. NO!. He believes that the process of evaluation is an
administrative responsibility and that responsibility must not be

diluted via the master agreement. Employee groups should proba y

be given the,o0portunitr for input in detemining the design f

'evaluation and certainly must-know on what basis they are being
jufted:.but the superintendent and his/her staff must retain
flexibility and have the final Tesponsibility and authority to
design, implemenftrand administer the evaluation syStem-within

the district opt they will lose management control.,

ti
Regardlessf what is done in'the area of employee evaluation

within schOol systems, there are, four basic goals which school

-iboards must use to undergrid the process:

ti

-Lubbinge, R. E. Should employee evaluation be negotiable, MASB

Jourhal, pp. 7-7, 11-12.(Summar

444. V-33
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,41 They must preserve and strengthen the school system and
.-

hnprove the educactonarprogram for\chtillren.
.They must retain administrative control -of the school syytemi

They must arrive at a settlement which will implement the

school system's overall philosophy.
They must establish and maintain a stable and business-like

relationship With employee organizatigns.

:1

4

Mk,

r,
21
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REQUIRED READING

Date

4 6
ADMINISTRATIVE REPORT

FOR PERSONNEL EVALUATION .

Principal

PART I

I. LEADERSHIP

.e

1. 'Organiies school program well
2. Defines role of staff members well .

3. Provides'a sound'defensible instructional program
4. Insures a'slear understanding by staff of in-

structional iMprovement'program
5. Insures supt.'s understanding of instructional

program
6. Supervises teachers systematically and effectively
7. Maintains high staff morale
8. Provides for committee activity within the staff
9. Requisitions are consistent with educational

program
10. Criticizes faculty members with the objective of

improvement
141. Encourages faculty. members .«

12. Uses correct grammar in speaking and writing .

13. Uses good composition
14. Has empathy for students
15. Has wide professional knowledge

II. EXECUTIVE ABILITY

1. Can isolate components of a problem
2. Can solve pioblems efficigntly and satisfactorily
3. Possesses creativity
4. Serves well in the canmunity ,

5. Publicizes himself and his school well
6. US's his position on facts rather than opinion
7. Enjoys a good image with school board memberi .

8. Possessei community support
9. Is professional in directing criticism

HAS good rapport with students :I'

11. Administers polioy fairly and consistently . .

12. cesesses ability to apply professional knowledge
.13. Maintains'good diciplin . .

,14. Sees that buildings are neat and clean . . .

15. Submits building inspection reports to supt. . .

16. .:':good judgment
_ .

17. , RWition toccriticism reflects maturity and pro-
fessionilism

-V,22

0
0
m4
4J
0

.-4
0

4
Pa>

W.
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140

4

0z

b0
4
14

-0)
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.

III. ADMINISTRATIVE RELATIONSHIPS
\+-1,, Keeps superintendent well informed'

2. DeTtlops_unity of Administrative policy.
3. Submits reports promptly, neatly, and accurately .
4. Carries message of general 'school program to staff
5. Recommends improvements to' superintendent frequently
6.- Encourages other administrators frequently
7. Criticizei other administrators with the objective

of improvement

IV. PERSONAL QUALITIES
1. Has emotional stability and control . . . . . . .

2. Is mentally alert
. s cu llturay and socially adequate3 I

4. Is, neat in appearance

Superintendent

PART II

PART I of this form is an evaluative instrument to be completed by the assistant*

superintendent'for instruction. PART II requires, response by the principal. The

principal should prepare a TYPEWRITTEN response to-each qnestion in tart II, and

t it in the folder attar.hee to the assistant superintendent for instruction

by'March 1, 1970. The response will be evaluated, studied, and a formal written

response given to the principal. A cepy-of the assistant superintendent's evalu-

ation in Part twill el*so be presented to the principal., This response should be

expected by March 30, 1970. Although not mandatory, it is-recommended that rhe

principal arrange for a conference with the assistant- superintendent or superinten-,

dent for the purpose of discussing the evaluation. Part I and Part II will becom-

e part of the principalls'personal file.

Using separate paper, bound in The attached folder, present your response to the

'following requests. The design and approachsis left to the taste of the principal,

but the response should be typewritteh.

1.' Describe your method of problem' solving which you believe will avoid compromise
of principle and school .-philosophy, promote growth, and yet preserve poilitive

commitment of all peisons affected.

2. In tabular form, list programs which you have initiated singe September, 1970.

Identify those which failed, those which have reached operational level, those

that are in-the process of implementation. ,

3. Refer to the superintendent's memo dated November 20, 1976, which lists the

adopted "District Objectives." Describe your efforts in our quest to achieve,

these objectives. Rate your success in each oblective which appliesto you
and explain how you experienced success or why failure occurred. ,Please

present specific, tangOle evidence of your success.

4. Present evidence of your leadership in developing the concept of individualized

instruction.

5. Present other evidence of,your leadership not requested in this part.

6. In narrative or outline form, describ& (within reachable budget considerations}

your objectives and proposed methods of approach which will lead to improves

went of instruction, both long-range and next year in your school. Attach your

estimate of total additional cost for each item which has a demand upon the

_budget. Pm 41-36
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VI

PERFORMANCE KEVIN PROGRAM
For

ADKNISTRATIVE PERSONNXL

A performance review determines baS, weIl'en administrative person ie per+

forming in his assigned area of responsibility and should encourage improved

performance and personal development.

OBJECTIVES

Regular performance reviews are essential if the following bewic objectives

aro to be achieved --- .~

--- To stimulate end encourage development in the administrative

positions so as to attain the highest possible level of edu-

cational excellence for the stndents of the Moorhead School

Dist-Act

--- To have each administrator "map out" a self-improvement pro.

gram designedto achieve improved performance in one or more

of his important assigned n.reas'ef responribill.*y with a

deb:Atte time schedule iu wind

The success of the total program wi I depend upon the Administrator recog

nixing that he hao a contInuing.responeibIlity-to motivate and guide -those

assigned to him,- In practice, discurOons of peaformndce shoUld occur

During the formal perforince review which, in rum, will

lay the foundation for

- Day-to-day relationshins which a good SuPervi.ot

develops between h And each easoeiate

The performance review is use ealuate total performance irl a position

foin Specified peri6d of awe. This discussion shoulJ be soheduled-in

advance's* the incumbent's overfill performance is full? considered.

PM V-37 624



ionfidential Evaluation for

Year School 0 2.
k c opt , 0., 1

o o Of t co,,
4.4 .4 Mr t m 1 .

Degree rtatus m % VI
/

>
11)

I/7 ..-1 n a: i Iv I 4
1

12) r It t 00 ,
Q Q 3. 0 0
,n > of ,./ ? II,

I. Methods and Techniques emploved,ln.teachinr:, 0 "4 14_v: Z
z mif 6 4

1.Assiguments and presentations made with claritY...
2.Variety and balance in techniques used
3.Techniques and activities purposeful and planned

,4.Provides for individual differences and motivates
interest

5.Conducts effective study and/or nractive periods 1=

6.Knowledee and hackground of subject matter
7.tvidence of economy in use-of supplies
8.Useseffective evaluation techniques
-9.Evidente of tact, con'eniality, judgment, modulated

. voice 4

10.0ther (list)

II. Classroom management.and control
1.Effective discinlihe and classroom_managencnt
2.Evidence of respect for teacher and rapport !I-1.th

students
1.Care and management of the room's physical appearancle
4fCgmplete routine matters effectively.
5.Effectively manages the ,unusual situatlon
6.Other (list)

Professional Competence'
1.Good command and use of £hglish
2.Professional qualities:participation,loyalty,growth,

els.
3:Coo rates with all school personnel
4.Accepts group decisions and follows. scpool policies
$.Other (list)

-

IV. Personal Qualifies:
1.Appropriately dressed for teaching assip'nment
2.Well groomed neat "in appearan.se,good nosture,noise
3.Crotionally stable , avoids gossin and sarcasm
4.Physical health sho,,s evidence of vitality and enerr
5.No excessive absenteeism, is punctual
6.Other (list)

4
Absenteeism:

. (a) NestiOnable
(b) Only -Alen necessary
(c) Very seldom

!lecommendations for next year.

P,eipmploy -present assignMent
Pe-erploy -change assignment

(a)"to another building
(b) to another area oriprade
(c) other

'Cvments regarding extra. curricular assignment and those preformances as evidence
.

beyond the line of duty.

State your reasons for recommendations on reversilside.

Signature Principal .

Date

PM .v,V 5
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REQUIRED READIdG

7
PRT\LETARY EACIER MORT

('eturn by end of first quarter each year)

Complete and file in Central Office. Required for all probationary teachers and
anyothers the principal may wish to include.

Tea4ler's Name

II. 'Specific items discussed in conference with teacher:

(circle) Tenure 1 2 - 3

III. Suepestions - comments - iiirmmendations:

School

I have met with the teacher and have diScussed the items listed above.

Date Signature of Principal

PM V-39
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GEN2RAL QUESTIONS PAOFF.SSiONALEViitUATIOU,FOTt
. ,

1

1. 'lave you seen the candidate teach?
-

_

2. For hoci long and ict what eafsaciey have you kno'7n hfm?

3. Is open-minded and receptive to'su:!vestions?

- .

4. Could he remain in ?,is present position? 4_____
.1.,

,
..

5; If he were applying to you for a,sitildt
.

position, *could you accent,hir?

6. To your kno&edze, has'he ever failed of re-election because o not, making.

rood-? dis
I.

7. t-;as the candidate any Pbysical.,moral, menial or social peculiarities or

habits which would make his undesirable as a teacher? If so, kindlyreuplain?

Date of Service

Wir

a

Tyne of POsition reld

,

Would you employ? If no,.rtate reason

If former employee, indicate reason for leaving.

GE:fERAL RF.I'ARKS OR EXI)LAI:ATIOkiS

Date

Sigaed

Position

627'pm' v-40
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Amerifan.Aqsoclation,sil.School'Penionnel Administrators. Standatds

for.school personnel AAministtationA 1972.
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PREFACE

PROGRAM DEVELOPMENT is one of the-three courses in the Special

Education AdMinastratqr Training Program. The training was-developed

as part of a three-yeAr project, and this it'the first application

of the competency'-based education model. It is deSigned sa that
. .

revisions can be made cording to objectivesand the instructional

needsoof the participanN: The,student, course author andpie/Post

test assessments will -contribute to the evaluation of this material.,
.

.

The competency areas for the prOgiam development:course were

empiricallyderied from'fhe job of the special education adAnistratoi.

Although additional competencies may be needed in a specific position,'

the'followfhg areas oere,heterMined.esSential for your performance on

the job: "

"t Special Education Philosophy
Organizing for Illanning and Administration

1
Decisibn System for Referral and Placement
Assessment al* Program Nebds

Program Design
Implementation of Programs.
Evaluation of Program Data

Each of theaboveha4'been independently designed so that the

program development course can be tailored to meet your needs. In

addition., the competency Areas contain the necessary.materialslor

instruction--including course author mat.erial. wtitten questions,

evaltlation, sample forms, and required readings.

Any questions ypu have or problems you encounter with the

instructional material" should be discussed with the_field consvltant.

This will facilitate your learning and provite input for modifying

the instruction to better meet your needs as a.special education

administrator.
1
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SPECIAL 'EDUCATION PHILOSOPHY

A. limoDucTioN

The purpose of this objecttve'is to define in writing and to
establish as policy elements of a total special education philosphy.

In order to accomplish the above goal, this competency area
will accomp'ish the following:

To review and_analyze,existing state and federal laws and
regulations, current literature in the field, other program state-
ments of philosophy and policies, and other sources'-to collect infor-

mation related to development of special education philosophy and

policy.
To define in writing a philosophy of special education as a

-basis for developing policy and as a reference for guiding program

-development... ,

To share, as a means of seeking legitimation and input, this

written philosophy of special education with others in the internal

special education leadership structure, in the superordinate.adminis-
trative structure, and with the board of education.'

To revise as appropriate the written philosophy based on the

input receivedfrom other's.
To translate this revised philosophy into a series of policy

statements for adoption as Special education and district policy,
and have these policy statements adopted by the board(s0 of education.

Also included-in tlis"competency area to aid in the further
understanding of this objective is a written assignment, required

readings and recommended readings.

PHILOSOPHY OF EDUCATION OF THE HANDICAPPED

The following ought to be considered major tenet in a philosophy,

related to education of the handicapped.

PD 1-1638 IMO
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1,-. THE RIGHT OF ALL PERSONS TO-:AN EDUCATION

4ARC411 persons have an equal right to a free publicieducation.
v. The Commonwealth of.Pennsylvania, Mills v. The Board of

Education, District of-Columbia, and other oleos action litigation
has firmly established thig right for handicapped children wherever
the state constitution and/or state legislation provides it for any
child.

Many states at the legislative and--state Moartmentlevels'
have,'in actual practice, 'affirmed this philosophy. However, many
'do notclaarly state this right.

At the local district level, responseto this requirement of
class action litigation and federal statute generally ranges from
aggressive implementation in some district's to outright negative
attitudes in others.

This ingredient of basic philosophy related to education of -

the handicapped-has been affirmed in court decisions and in ptatua-
tory 'law but has yet to be uniformly stated as a belief by many in
policy roles, and there are still many handicapped children who are
not receiving an 'education)

2. __RIGHT T6 -AN EDUCATION FOR THE HANDICAPPED

All handicapped, children have a -right:!to an education in the
least restrictive environment possible: For many decades in Minnesota
and elsewhere, the primary option for Tfroviding special.education

'Service has been the segregated special class. For many years, this
service option dr to be used as a virtual dumping ground for many
children who did not need to-be labeled and isolated froi the peer
group.

The right of handicapped children to ,an education in the least
restrictive alternative is grounded in "The Doctrine of the ikast

Restrictive Alternative."

This doctrine, typiCally-applied by the courts in toneducation-
related civil eases, hhs recently been applied and upheld as'a

..defense against arbitrary and capricious placement-and treatment
practices. The doctrine is particularly germane to the development
of renewed referral systems and practices. Districts must establish
procedures.to insure that when a student is placed lota-treatment
applied, that placement or treatment is the least restrictive necessary.

R.A. Johnson (1975), in discussing'the doctrine as applied to
education, writes:

PD 1-2

639



1P.

f 4
J

la....essenceAk this doctrine proViaes that, whe govern-
ment pursues a-Tegittmate goal that may involve he restrict -

ing of fundamental liberty, it must do so using he least
restrictive alternative available. Applied to e ucation,

!4

courts have ruled in principle that special edu ation
systems or practices are, inappropriate-if they emove
children from their expanded peer group without benefit
of constitutional safeguards. Placement in spe iaf
environments for4zducational puiposds can, wit ut appro-
priate safeguards, become a restriction of fun athental

liberties.

It is required, then, that Substantive qlforts'be
made'bypeducators to maintainthandicppPed children with
their peers...in a reghlar edu.t;Wioni.4tting, apd that the
state (as represented by indfkridubl school districts) bear

-thehurden of proof when making placeinents 9 when-apply-
ing treatments which involve partial or complete removal
of handicapped children from their normal peers..

This doctrine represents, for hand\icapped children,

the right to be educated in the regular'claSs, however
defined unless clear'eviaence is available' thkr partial.
or cOmplremoval is necessary.. Factchilidiosyncratic
.to school districts (such as organizational arrangements,
technological differences in'delivery systems, agency
jurisdiction! problems, and/Or lack of adequate local;
state, or federal financial support) may not-Wconsidered
as reasons for abrogating the right of aniindividual
child to the least restrictive alternative necessary to
Meet his/her unique educational needs.

,

The doctrine of least restrictive alternatives has
been a primary reference in court decisions involving-the
right of handicapped children to both treatment and educa-
tion. Among these cases are Mills v. Bolard of Education,
PARC Commonwealth of PennsIvania, Wyatt v. Stickney...

The right to be educated in a normal peer group, ana in the

least restrictive setting, then, should be an integral- part of any

special education philosophy.

3. INDIVIDUALIZED iDUCATION'FOR THE HANDICAPPED
A

.Education for handicapped children Should be individualized

education. The original purpose of.40cial education was ostensibly
to provide a more individualized program for students who.were not
learning and/or adjusting well, or who were in some other way handi-

capped. In large part,.thia "individualization's. did-notoccur.

2
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Whit occurred in many instances was characterized by reduction of
the numbers of vtudents per instructional unit, assignment of a
teacher who had additional credits in some aspect of spedial educe
tion, and application of a milder/less rigorous curriculum. Special

education was indeed not a resource where a student could receive
an individualizi education, but was typically education with less
rigor and in a smaller "herd." Obviously, there were exceptides,
but the lack of individualization was the general response.

/
Fortunately, these practices- dte changing, and school systems

are designing and implementing individdelized learning plan systems.
In these systems, an individual program plan for each student is
systematically developed, applied,and evaluated. As one'example,
Johnson (1975) im_an article entitled "Models fox Alternative
Programming: A Perspective" discusses a basic cycle of decisions
that need to be made to insure individualized instruction.

.
Several decision classes axe important, including

decisions related to assessment (what instruments, tech-
niques, and/or procedures are necessary to determine ovary
,status or baseline); decisions related to acceptance (if
assessment is conducted to determine eligibility for setae t

predefined program or service, is this particular learner
eligible and is he/she accepted or rejected for service),
decisions related to treatment of choice (what-interven-

*. tions should be applied to*modify the learner's behavior
or performance will be assessed); and decisions related
to modifying or terminating intervention. -In defining
a client-relatpd decisionoydtem, these decision,,classes
should not necessarily be thought bf as discrete,' but as
elements of a total decision system which is dimply a cycle
compoaed of assessment of-the learner,, selection and spplica-
tton of intervention, outcome evaluation, reassessment,'and
reprogramthing or exiling. (p, 160)

Any individualized inptructitnal.processwill tequ4re special
human :and organizational eff6rt, and, thus, must have firm priority
as a part of an expressed special edutation philosophy] In addition,

a comprehensive individualized system will be necessary for compli-

ance with Public Law 94-142.

4. PARENTAL AND STUDENT INVOLVEMENT IN THE EDUCATIONAL PROCESS

Parents and studenps have the right to beinvolved in all,
aspects of the educatilkal.process and can make substantive contri-
butions through their involvement. The first part of this tenet
has in major part been supported by the recent spate of class
action litigation and, subsequently, by statute-in many states and

. by congressional action.

PD 1-4
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Parents/studentsclearly,have:the right to constitutional dv , .,. , --

process in, any matter related ,to an anticipated change in placement,
including the' assessment, Okanhing, progihmming; and eI .Oaluatn' ( ' '

'e `processes.. lieanidOul involvement. of parents land stiOents.in t4e-
. ).,

total' PrOcess is not, however, intended to,mearG in ibst cases,

application oedue:process procedures. Formal'heariggi and all of
the steps, relatef to procedural due process shguld bealtilized only

where substantive disagreement between pare4,and school!, qxisis.e_

warding a placement matter, anewhere the school intends to
proceed-in spire of,parentel.objection. "Most placement matters

can be resolved through condbn se:n*1e, apd open parent involvement ir

prodedures. . -- ' . ,/. ...
..

. t

'In order for tithe full impact of ile..righis of parents to be .,

realized, however, educatorttwill have to believe that parents can

,

--be snbstantilefY helpful, and that, parent involvement which goes-

beyond the format ofoathe typical parent-teAcher cotiference can
facilitate the planning S4d _conduc of an individualized program"

plan. parent involvement' then, shouldbd a major tenet of any

... special education philosophy. -

.5. 'AVOIDANCE OF "LABELS" "

,;,-P

46. - The use of categorical labels nd-dlassification practices should

be avoided. 'Past practice ideduca on of the handicaed has b4en

c acterized by frequent use of lab such as mentally retarded,

emotionally- disturbed, etc. Many'st s use terms such 4s educable

. . mentally retarder}, trainable,mentallrretarded, learning diSabilities,
and amotionaldisturbEidiet-t-------------',--------gc---- ,...g..........._.,......._____,.

,
.

A rtcent trend., in recognition of the-poteniiekly harmful effect ',---
. -

.
of such labelsIson self-concept, and on expectations of such

. ,
as teachers, peers, parents, and employers, is

lo

avoid whe, ie possi-

bleble the usef these labels, and to.denategoriz2wprograms, R.A.

Johnson (19#5) Citee several others who haVe addressed this problem

and trend aid suggests that Classificatimand lehelingNpracticei--

- .

are generally dysfunctional: ' it

4

Reynolds and Below (i9727!
,

Deno (1970), Gallagher 1

(1972), Jonesj1972), Lilly (1970, 1971), Johnson end Voss
(1973)_, and others have all discusseditheimportance of,

.desorrbine the client population, whenever possible, in .

terms which relate to performance (observable behaviors)

raother,than becategories or labels such' es the lmentally 1

ietarded" rite "emotionally disturked."Common prob-
lems categories_obs dith use. of categorle or clinical, labels

have inc deli stigma' associated with the label; the

influence of,the lABel.on expectations of dignifidant
others, the'applicatiodof labels and Clinical categoriek
Without calatlbtutiodal safeguards, and the lack of e.--

mance df labels and/or categories to the aefual de o-day .

teaching /learning process.
.
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,_,1 fie use oE clinical categories-in fut re pts to
.'

U-"Nmt)illi

design ow communicate model vograme or prvtice hould,
Be minimized as a Coun'terrprciductiVe pfactice. First,
there is no clear agreeMent on criteria for determining ti
assignment of a child'to any given category or use of a

.0.

rt particular label fors child., Second, any group o
children, regardless of how rigorously identified,
likely to contain multiple clinical,categories..,Thi
the range of 1:tviors or performance within categories
-of 'children is-sa great that the clinical category as
a descriptor actually'4escribes little other than adminis-
trative

,
practice: (p. l'161)

. 4

. .

. Every effort, then, should be made by legislators, stare offl-
.

Ostia, directors of special education, and other lOtal school district
personnel to deVelop legislation; policies, procedures, and programs
which minimize or eliminate the need touse catelorical labels: This
'tenet shOuld be clehrly stated when related to development pi a ,

philoslOphy or set of baslc benefits regard g education of the handi-:
gapped. f, 4

4,

: Other aspects of a.baftphilosophy which are importantare the need '

to use nondiscriminatory testing procedves and instruments, the need

to diminish reliance on norm- refereted- tests, the needto-involve
and-strengthen regular education, the need to affirm the importance
of interagency cooperation, the need to adhere to procedural safe-
guard's such'aetesting in the child's.hative language and respegting
confidentialitylof records. .1 ' . ';

,

REVIEW OF MATERIAL

-
._

.

This objective was to define thd establish elements of a, total

special educationephilosophy. In order to accomplish:this; stets
and federal laws and regulations and other sources of policies and
philoiophy were presented. ... 1

... i

ThlifdlloVine materidt will said in the furtherAin riding r

,

of this competency area: written assignment, fequired'readin
?.

recommended readings, ,and evaluation. *, 't

I

\ * 40

/ .

MR I TIEN .ASS 'GWENT
..

- ...

----- 1. Writeyour own philosophy of e4cation -and then p
your School ' s philosophy of education. Inferdipit

_ _..the twoppilosophiesinto .ont-"-toto-1 philosophy:--

fr. '116

, I

6

PD I-6-

643'



.

'2. Examine your school, phildsophir-of education and write

A
policy statements from ifs philosophy.

. .
.

3. Deno (1971) sates "...Whatever dlitinetlun cad be 'made
between regula educaWon and spelpal education are mainly

.organizations and not suhstantiver:.whatever learning
principalq apply to handicapped children Apply'to all

chtldrendnd end goals are the sable in their .most essen-,.

tat aspects." In your district,'what potentia/ input
does,:senera/,education have in defining a-philosOphy of

special education? List two ways you might increase the

opportunities of general educators.to experience success
in under:handing that "whatever learning principals apply

to handicapped children apply to all children..."

4

REQUIRED READINGS

1. Abeson, A. Movemnt and momentum: Government and the edu-

. cation of handicapped children--II. Exceptional Children,

1974, 40, 109-115,-.'
..-.

, ! ..

2. Auderion, W. Who/gets a special education? II.M.C: Reynolds

& M.D: Davis (gdi.),,g ceptionavthildren'in regulli class,

rooms:. Minneapqlts: University ot-Minneltota, 1971.

.
.

.: , 3. beno;.E. 'Strategies for improvement of educattanal oppor-
;.....-

_ RA 1

a
-!-,tunitieS,for Handicapped. children:. Suggestions for exploi-

tpion of EPDA potent /11N In M.C. Rey--agds_hc M.D. Davisa,-.1---N Al.."1,-.r..,.,,... .0 ,--."}...l.11
I' (Eds%),ExckloAai'dlliYdreninregurii8iiiik.'*rEne'z.':'"--"''"-

..',..apolis: .1,7niversity of Minnesota,` 1971.
. , . .

, .
...A.

.

4:' Dunn, L.C. Special education for the mild] retar7ded--is
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-much of it justifiable? Exceptional Children, 1973, 40, '

' '), J5-22. _.. .

7-- -
-t . }

i. __ 7
,r . . , , a- I ,

...

5. Johnson, TA., GrossyAJIC:, & Weatherman, R.P. (Eds.):

,
Leadership series in special education (3 -Vols.). Minne-

apolis,: University of Minnesota, 1973-1974.'
.

..' : Vol,',.I and II
.

.

. if .
.

, .t..

Critical-Issuei in Special Educ4tion'LeadeAhip--Maynard: s.-
..

,:.

.
C. Reynolds, pp. 23-33.

J.
..-

..

v,, . - .., A Look at"MistorY and Present Trends In the Protection of

1. v .Chi1dren's Rights to Education-- Gunnar Dybwad, pp. 2524.164.

,.. .

The Right of. Access to, Estee Pybli cHooling iiot All .

. -Thomas-Thomas K. Gilhool, pp. 1 177.
.
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..Court Action add LegislationFred Weinttaub,pp 211-217.

-

Imiqicatii)ns of Recent Court Actions. for Leadership Trai
inglMaynard C. Reynolds, p0. 221-237.

,

EducatiAgA1?Randicapped Children.: Critical Issues and
FroblemsItuane J. Matthies, pp,. 7-14;

A

' Safeguardihltgor the Rights and Weffaie of4tudents inthe
Implemeniatia. of Recent Mandate:IAWolf Wolfensberger,-
pp. 49-65.. .

a.
6. Meyen, E:L.% Vergason, G.A., & Whelan, R.J. Alternatives

for teachinEexteptional children. Denver: _Love PAblishing
Co.., 1975:-. *

t
*.''''.'. .

,

7. Morse, W.C. . Special pupils ptcegularclass,es:' Problems, of

._.,
acconinodation.' In M.C. Reynolds & M.V.- Davisw,(Eds1.)1, ExCep-

tional chIldren'in regular classroom's. Minneapolls:. Univer-
sity of Minnesota, 1971.

8.- tapyanikou Kochanak, T.T41-
.,

&-Reich, M.L. =Zottinuf4

. _. ,.
, . .

.

anAlnity in special education. DeltaKappah,.. 1974, '55,

546-548. ,
,

leyndfda, M.C. Categories'and variab es in special eduCation.
In Remolds Bavis.,(Eds.), xceptional childten
integular classrooms. 'Minneapolis: rtive'rsity ofMinneACta,
1971.

-'41110-

10. Stoops, E:Ataffertyt 14;, & Johnson R.E. Handbook of educa-P"

tional administration: .4 guide for the practitioner. -Boston:
Allyn & Bacon, 075.

.

11. Weintraub, F.J.,'& 4beson, A. Nei'q educatiohpoliciei for the
handicapped: The quiet revblutionl Phi Delta Kappen, 1974,
55, 56-529.
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REWIREDPREADING

40VEMENT AND MOMENTUM: GOVERNMENT Agn THE

EDUCATION OF HANDICAPPED CAPINII*.

.

During the pa4tfew years, th4xtent of the, movement has increased
and the pace of, the momerktrim'has accelerated.tolwovideall handicapped
children ;with access to an appropriate Nblic.education. c '' .

!

Almost all states'have in force some type
J

of mandatory legisla-

tion requiring that at least a portion of their handicapped childten
be'provided with an education% The areas that,have4reccived stall! \
legislative attention are the following:-

.=

.
'- 6

New forms are'different because many containiNntc policy mandat-
ing the education of all handicapped children.

'
State lftislatures are establishing dates by which compliance

7

o-

Many legal principles that have beenestablishadAhrobgh.right
to education and associated.litigation, i.e., due process, have been

incorporated-ine state 1gw.
Many states have:made quantum ltaps in making. dollats available

to eyucate,handicapped children.
TI-Iere is emphasis upon the placefient of handicapped children in

educational programs which are as cIoseto the normal situation as
possible, yet inwhich they can effectively-learn.'.

The training.of regular -education ptrsonnel hag gained state

legislative attention./

I

In l
that all sc

resident signed into law P.L. 93=412 which provides
1 districts receiving federal monies may not Maintain.

disctiminatofrpolicigs or practices directed against handicapped

children. As a result of federal awveOess, tHE siwificance of many
federWtelated activit.es has been sUbstant4a1 anrcontributes'to the
placement-4i the education of handicapped children at the t8p of.'the

7ladder of'federal educational commitments. "'. Mk

*
Abeson, A. Moveminnt and momentum: Governffientand the education of

' handicapped children--II. Elfeptional Children, 1974, 40, 109-

11.5. (Summary)
II

a
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,REQUIRED READING'

4fr

WHO GET A "SPECIAL EDUCATION"? .
4

,

'Statistics indicate that most children in special qducation -

classes are, tripm low- income backgrounds; .therefore, sucestatistics

.must i, luendelothe 6irectibp of special education in the Akre.
. ,

I
® 1 .

. 4 . .
)
' re happening in United.States' schools today that o-

re- tunities for childrenwho ehoulAlObe getting back into t eI,.
classroom, rom'special education classes: new approacheeto diag-

nosis; with emphasis on diagnosis as a continuous process that

uncovers deeds; experiments with possitilepositive, curative steps;

,

and prescribe methods for use in the regular classroom.
,e

N! .

,

,
-----

The programs of the Buteau of-Educational Personnel DeVelopment

-and the projects of theCareer - Opportunities Program are'also help-

4ng schools rise to the challenge of educating disadvantaged children.

The career Opportunities Program will enhance the possibilities of a

coliprehensive program suited to each chi]4. Its entire thrust is

-to*ard providing a better education for children in low income com-

tMinittes'by bringing low-incoie residents into the schools as pare-

Aprofessionals to work In the classroom; training them at the same

them in -colleges and.universities tawardprofessiomil accreditation.

. ' /

a

-Anderson, W, Who" geti. speCial education? In M.C. Reynolds &.

M.D. Davis°.(Eds.)-, exceptional Children in regullr classrooms.

Minneapolis: University,orMinnesota, 1971. (Summary)

."1.

a
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3

STRATEGIES FOR IMPROVEMENT OF EDUCATION OPPORTUNITIES
FOR HANDICAPPED CHILDREN: SUGGESTIONS FOR EXPLOITATION
OF EDUCATIONAL PROFESSIONS DEVELOPMENT ACT (EPDA) POTENTIAL

'In theopinion of the researcher, "better coordination of regu-
lar and-special education services is a primary need of our time if
we hope to improve 'education for handicapped children. The EPDA

ptogram is in a most favorable position to promote this needed
articulation."

is likely.. that professionals below the top-most administrative
echel6ns areThe0ones who will actually make the articulation happep

. and that these are the people who most' need to acquire new skill* if

the goal is to -be accomplished. Since EPDA funds are limited, they

are best directed to training leaders wilo can in ?urn move or train

others: -Ho Weyer, achieVement of .a.U.q.C.eagf.10.,...giql.t.iplication effects.

requiresthyir occurrence in a field Of forces moving according to a
tomp4tihle plan for educational improvement. The greatest mileage
may be achieved from limited funds by supporting pr.pjects that appear
tAllpecongiiient with' well-coordinated. part of a.broad statewide

plan ofsction.

Irptlie same way,'the special education program of EPDA may best
serve'the miSSienithas been given if it combines with other EPDA
programsdirecied to areas seen as priority targets for improvement,
if the number of children perceived as handicapped in educational,
settings Is to 8e. reduced. m fir

As accommodation of more children-with different learning need's
and styles'in mainstream settings is`'improvedk. it is essential that

., the children with special'needs be protected_from a ton easy glossing -

overover of their.needs and problem-se If this meritorious effort fails
because if.failed theichil.dren-bor whom the special education system

4-

*
Deno, E. Strategies for improvemept4of educational opportunities for

handicapped children:' Suggestions for explOitation Of EPDA

tial. 'In M.C. Reynolds & M.D. Davis (EdS.);'aCeptional children

in regular classrooms. Minneapolis: _University of Minnesota,

p71. (Sumary)

4/-
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wfs givenadvocate ,responsibility, opportunity for a-seeeid.chance may
be long time coming. ,Courage and caution need to combine in a spe-

d cial amalgam in capitalizing on this opportunity provided by the_EPDA
special .education program, for improving the lot of the handicapPed.

0

4

0
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REQUIRED READING

4

4

SPECIAL EDUCATION FOR THE MILDLY RETARDED - -IS
MUCH OF IT JUITIFIABLE

I
44IP

The purpose of the this 'reading is.twofold: first, to provide
reasons for taking the position that a large proportion of special
education in its present form is obsolete and unjustifiable from the
point of view of the pupils so placed; and second;. to outline a
blueprint for change.

Under the first purpose, some of the major arguments for taking
this position are the following:

. Homogeneous groupings tend to work to the disadvantage of the
slow learners and underprivileged.

- .4 The findings of studies on the efficacy of special classes for
----_---Dive-edue-able-inentelly-retaftletVeenstittle-attetiver-orgumertt-ftyr. Alhenge

Diagnostic procedures comprise another reason for change.
Self-contained special classes are less justifiable because

regular school programs are now better able to deal with individual
differences in pupils.

Under the purpose pf a blueprint for change, two suggestions are
proposed: procedures for diagnosing, placing and teaching children
with mild learning difficulties, and curriculum revision. \

In:regard to diagnostic procedures, it is suggested that exist-
ing disability labels and the present practice of grouping children
homogeneously be discontinued. Instead, attempt should be made to
keep slow learning children more in the mainstream of education, with
special edUcators serving as diagnostic, ,clinical, remedial, resource

. room, itinerant and /or team teachers, consultants, and developers of

instructional materials and prescriptions for effective teaching.

. It is the viewof this researcher that there has'teen too great
an emphasis in special classes on practical arts and practical

*
Dunn, L.C. Special education for the mildly retarded - -is much of

it justifiable? Exceptional Children, 1973, 40, 6-22. (Summary)

PD I-17
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academics to the exclusion of other ingredients.' If there is to be

a move from the clinical stage to a science of instruction, there
will be a need for a rich array of validated prescriptive programs
of instruction. To assemble theie programs will take time, talent,
and money; teens of specialists including creative teachers, furricu-
lum specialists, programmers, and theoreticians will be needed to do
the job.

n

652
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REQUIRED READING

5

116

-(See Supplemental Handbooks for this reqUirement.),

Johnson, R.A., Gross,- J.C., & Weatherman, R.F. (Eds.). Leadership

series tn special education (3 vols,). Minneapolis: University of

Minnesota, 1973-1974.
4

Vpl. I and II

Critical Issues in Special Education Leadership--Maynard C. Reynolds,.'
pp. 23-33.

-
A Look at History and Present Trends rn the Protection of Children's

Rights to Education-,-Gunnar Dybwad, pp. 152 -164.

-

The Rights of Access to Free Palle Schooling for All,Children--
Thomas K. Gilhool, pp. 167-177.

..........",.....,Couxt,ActiOn.,=4.114$1$.140,447-7;FTedWeintr4ub, PP. 211-217:

Implications ofRecent Court Actions for Leadership TrXining --Maynard

C. Reynolds, pp. 221 -237.' \ , t

,

Vol. III

Educating All Handicapped Children:- Critical Issues and-Problems=7

Duane J. Matthies, pp. 7-14.

Safeguarding thelkights and Welfare of. Students inthedIiplementation
of Recent Mandates--Wolf WOlfensberger, pp, 49-65.

653
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REQUIRED READING

6

THE AUPERNATIVE MOVEMENT IN SPECIAL EDUCATION

AlternatAye educational programs in dealing with-exceptional
children are a means to the common goal of appropriate instruc-.

tional experiences. The'movement for alternative programs is

young, bu; the rate of growth is substantial. As with many edu4-
tional movements, the initial progress is inogerationalizink
experimental or demonstration progra4s; unfortunately these early
efforts are couched in compromise.

, A principle concern of the-current emphasis on change in -

educating exceptional children is its curriculum. The model being
`promulgated is referred to as "mainstreaming" in which the child's
`primary educational.placemenr4would be a regular class betting.--

Thep tameterS of alternative models are 'definable, but vary more

g,ni Other conFern's_include population,matching the models ,

with characteristiCs.,ofthe
. 4

Educatots mustjearn from children.* If tkis.occurs, instruc-
tional programs will become relevant to all childfen.' The goalg

can be reached through,the efforts of well i?repared,.c4impetent,

humanistic educator's committed to the precise formlkation and

-Implementation of a means.
r

'1'

Meyen, Vergason, Whelan,' R.J. Alternative for teach-

, ins exceptional children. Denver: Love Publishing Co.,1975.

(gumMarg)
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REQUIRED READING

SPECIAL PUPILS Ili REGULAR*CLASSES:
PROBEMS OF ACCOMMODATION

In seeking the placement of special educ ion children in

regular_classrooms, a diagnostic awaigness of pupil, the

teacher, and the system is needed. Methods fo ,appreciating the

need for changes on' all frpnts are necessary foe theitiklowing:

the indiyidual pupils WitAis/her problems; .

s' Leadership (teacher and administration) skills; and

the system as a- whole with its tolerated imperfections.

1.

Teachers 'do not need more advice buts more specific stair

training. -*Teachers musg also explain the problems and reduce the

' 'anxieties among the different publics. Concentrated training Is

needed in tlie.dfrection of the principal to make a system flexi...- - ' .

"' - tire- iciirs-iip-p-o-ii tie :--tfie Tiiiie Weablieesdot 'hartlf4-ettild-'6t *his-- -- -:.4------

way, but how the' classyean ecology can accommodateikis/her needs.-
.

4 .

What is needed is not
youngitefrs. The symbiosis

is sought multifaceted.
come about far short of;en

A

an innovative programpfor only a few

of regular and special education that
- It is a complex _change that' cannot

educational revelation.

'"

rse, V.C. Special pupils in regular classes: Problems of accomr

modation: In M.C. Reynolds &" M.b. Davis (Eds.), EXteptitinal,

children. in regular classroom*, Minneapolis : University- "of

Minnesota, 1 7l. (Summary)
cif*
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41NTINUITY AND UNITY"IN SPECI4r ,EDUCATION

.._.-... '46
' ) , ... 0.

17 .Entionallydhandicapped Children should maintain contact with.

1- .'Inormal," strong -individusls follitifeipUlStionof,positive behaviors.
Iii addition,each,childWould also be p ovide0 with.anopportunity

1 to involveipimself/hersetE freely with oungiters representing. the
'Inormal",mEnstream,_Ito,thmt reality to tingswOuld, be an ongoing :

process, Thus,'the traditional breach between special eductidon and.

the smoulor classrOm could be eXiminat)ed

*/
-

The lowtnorcontinUum model allows

ally throug the yaridus Statction'al leyf
teutly function independently in 4.regur

. 'V

a child to 'move sysetmatic-

ssunti2 heish4hcan consis-
r,'Class. 'These include:

):

Level q el-7Classr m Int rvenoh. k

Level fit-Ex -Classroom Diagnosi

Levet. tra-ClaSsrooln Assists ce.

Level-IV---Intendive Extra-Class Assistance Plus
*LevelsieShor?-Term Conlrelled Envieoument.

.

_ 0. - - ,.. 44, . . .

The above' continuum mod, based Opon functional levels,' is, , 4

aimed ,at' making, th e
4tr

ervie pec ial 'ed ucar i on, " syn znymous ,w4h qua"t,ity
Oita n%

.

ir-
"....

k
. -

Socihl. Exposure.

L.

'/_
.

#

1Z, -

a

;kt

I
'1/4

* ..t. . 1, 1

tt'Pappanikoui A.J., Iochanek, W.T..,

unity-in special education,
.,,o .5f4.8.,- ' ( Summar y)

e
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,

Pt 1-25

.1

-I

\, ;
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4

t 0 CATEGORIES AND VARIABLES IN SPECIAL EDUCATION*
Ok

,

.
.

.

The legisihtiveltlucture that undergirds special oeducaten it
drawn,in:language that stresses categoriti and surface variables.,
iLherS.a need to be more explicit about what ,special eduestion as.

101-41nudylndrin ,terms' of variables that.aid in making allocation or
Ile placerlent decisions within a highly differentiated schoolsyetem

is,stressed, and identifying t,hese ysriables requires research
demonctrOing. aptitudetreatment Interactions. This reading sug-

'71gers, that attention go to vriables=produsing interaction with
alternative systems rather than t5), a simple description of,the.

thandicaps, . .
.

- -.

' 4
4: Children need not carry labels*or be considered defective,'
impaired, or'disahfled because the educational procedures ate ungSuale.
'firaining,programs should be specific to instructional systems rather
than categories. ,Social/action groups_and legislation'may organize
according to, categoricil language, butlrograms sand children should t
not be.confinedtb this lhnguage. Special education,needs action
that stretches old legislation and,concepts to include net: meanings

j and fle the programs:
. ,

k,.e, V , Ir-. .!
,

. ..

o 'o At
o e

o '

,..
IP'

_. ,

.

,
. v

... . _

Reynolds, M,C. Cateogirebrand variable's in.spiyal education; In .

.,-

.
M.C. Reynolds'&-M.D. Davis (Eds.), Exceptio al children fn

.

tiary)

regular University of Ainnesota?

1971l. (Sui -

A

4

.
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REQUIRED READING .

10

AOMNISTING'SPECIAL EDUCAtIOM PROGRAMS*

a

0

4 ,'Successfuladministration of silcial education requires skill tn
providing ptogratha for"all types of exceptionality, placing pupils

-advaptageously,.usiing all resources, Counseling pupils, parents, arid'
:ceachera, interpreting the *programs, and protlAingmaterials and
facilities. Taking, the extra time and effort is.a' minimum reqUisite

,, for responsible administrating40 special education,'because increas-
ing knowledge, skills, and interest on Ithe part of citizens and legis-
latOrsThave cusulted inaccelerating suppQtt_for ,apecialited4cs4on-__

.....
.

. ..

i This reading also defiWes many terms used in special education

prograis. Children with special needs are-being recognized as pos-
sessing the needs of normal youngsters, 4.n addition tO a need for
speciailpssistance Ob o-vercome:and to compensate fdr their handicaps.

1
These chJ1dren can frequently meet with success if theycan be "inte-

.gratea" into many of the school's instructional activities -or "main-
streamed" into regular tlAsseg. *a 3

.*.o 4 . .
"*The.prin -plays a,key role in the programsupervising medi-

- - . cation, assist teaehers, 'and cooperating with-,parents and community.

Special education teachers, have a difficult 'task and :face many'prohAems.
Their Shouldle v3lteted'esiefully, have special training, and pact*i,-.

la

pats in inservite programs. They' need the support ofsth'e printipar-
And understandpg from others on the staff astir in the district, -

. k

eareiltS.A9111d he involved because they need undetstand irig of
.

fbeir.child's Problemiand can tebist the school so their ch ,.ld receives

.the taximum benefit-from hisihereduc,ft,ionv Developing an 'understand-
.

ing in the Community istneedeelg help the'children adjust; during
. the Bawl yeais,.and after they. leave school.

,

.
. <' , .. '''',- .,

*46ps, E.,,Raffertyie., & Johnson, R.E. _Handbook of eguedtional

, adminicration: K guide for the. vraatitioner. Boston: -.Allyn

-, - . & Bacon, 1'975. (Spmmary)

,

, .
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NEW EDUCATION POTACIES FOR THE HANDICAPPED:
THE QUIET WOLUTION4

'

Judicial decrtes and legislation representing the public policy
shift are calling for the provision of appropriate education i the
least restrictive alterndtive educationallplacement as.determine
thraugh,due proCess. The stage is set for another aspect of the
"quiet revolution"; appropriate educatipn requires individual pro-

-,
gram planning_ for eachschAd. Public, policy determines the degree
W which the hinlicapped will be treated by the controlling majority.

..\ Public policy influencei how society perceives'a class or group,
of individuals and haw a .class or grpup wi 1 feel-about themselves.

' Respect for,iddivi.Oual differencea-hy;socie y i rieeded, land the-
place,tb start is,inthe schsols. .

., .

. - -.
,

,
f.

A -quiet revolutia
1

is,occurrlIk. At the minimum, it will .make
educational opportunity a reality and at the maximum the schoOls
wil be healthie'r learning 'environments for all children.

.0

4 4.

i
-: 4 _.. ,

....#1- . -
-7

, -..

.0" .. .
..--. . -.

. #

J -':,'
* .
MMtraub, Abeson, A. New education policies f9r the handl.-

i.-' mapped:. The 9Uiet revolution. Phi Delta,Kappan: 1974,,55, 56-
.

'529. (..Summa r,)
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EVAL4AT I
4

.? Complete this evaluation form baded o' the exercise(&) you

,

haveilisted.
below and return itwith your assignma-foithis section. An envelope'
is provided.

, OBJECTIVE TITLE

EXERCISE NUMBER(i)

,
l

. ,

EXERCISE PAGE NUMBER(S)
3

I. COURiF MATERIAL -Circle the respoade tndicsting your leVel of agree-
menelkith each-statetgent,

4

,

"
The course material is wall '
Organised .and 0veloped-in
coherent sequence. '

.

2: 'The,length'and scope of ;he'
course material was adequate.

<,:3. The course' material,zlearly

`conveyed abstract.cOncepts
pna.thegries,

_

. Bati.callyi'thecourse.material.4.
provided, me with learning sod,-

learning tools tihioh 'mere hew
to me.

.

. ,

The style df wetting Was clear,,
paacise and intei4.111(

6. The.eourse Material provIdeo.
meWth-activities.which were
practical -acrd not mike work

activities.. ..
,

The course, matertalis
closely-related to the.

objectives.,
.

-

..
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8, What would you do to improve this course'materiall

II. IEQU1RED'kEADINGS

J

-.. , , . ,

-1. which reading in theiesson did you find most helpful? (Indicatb
-,.

by author and title or by number of reading) How were they

helpful? (0few words, such as "background ", or "understanding".,

will be sufficient) ,

IP

2. _List any of the readings that were Apt useful to you and tell .

why they dfd rrbt-mdet your needs. (The title after:the,aPpropriato

wart '13.I be sufficient):

Nothing new: 4

-:Inaccurate: ,

'i

(kk 'Redundant:t.. -,

.
Hard to Read: .-,

I.

Hard td Understandf
)

'
. ,

. 4.--7.

:.._
,

3*.'4
hit:iv-chek in the proper spuce.

t

I wbuld recommend:
. t i 0,

1 .

A)- more or other reqUired meadtpgs
..,

'-3 ...._
.

. ,.

B) fever or other require readings

.. C) no change in the required readings t

.

11,
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4. Would you prefer an assigned text(s)?

A) 'des

B) No- --

If yes,,eanyou suggest anyf

,

III. WRITTEN ASSIGNMENT. - Circle the response indicating your.levei of

agreement with each statement.

1. The assignment was clearly and

unambiguously stated.

#
2. The le2ngth of time required to

complete the written assignment
----vas reason-able =- -- ----

3.. The written assignment really
gave we an opportunity r.o_
show what, I had learned.

The written 'assignor ent was .not
a make work activity, 'it was
something I rese.ntly do.

e

1 2 I, -3- 4 5.

.
2 3 4 '5

..

1. 2 '3 4

, I. ,

1 2 t 3 4
1...- . .. .

. ,
- .

S. ghat would you do to Improve the written

lesson?

assighments
.

for_ this

-.

,

6. Were ottler materials required, in additiori to :those provided, 'for

completion of the exercises? yes, please 'list them.
-
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PREFACE

PROGRAM DEVELOPMENT is one of the three courses in the Special

Education Administrator Training Program. The training was developed

as-part of a three-year project, and this is tfie first application

of the competency-based education model. It is designed so that

revisions'can be made according to objectives and the insnctiona.1

needs pf the participants. .The student, course author arid-pre/post

'test assessments will contribute to the eval-uation_of this material.

The competency areas fpr the-program development course were

empirically derived from the job of the special'education administrator.

Although additional competencies may be needed in a specific position,

the following areas-Were determined essential for your performance on

the job:

Special Education Philosophy
) Organizing Mr Planning and (1,glinistriti:Dn

Decision System for Referrial and P2a.collient

AssessMent of Program Needs
Program Dasign
Implementation of Plograms
Evaluation of Pr5gram Data. .

Each of the above has been independently designed so that the

program development - course can be tailo,4--ed to mee eeds. In-

addition, Olt competency reas contain th c erials for

instruction -n ncluding co rse atithomater111_,,u qvstiOns,
...

vvainatton, saAiple fp , add required readl.ngs.we
.

,- ..,

Any questions you have or prob18 /011 Q fer wi

instructional material should,be discus d w he fie con 1.tadt.

This will facilitate your learning ana e: input-for modifying .,

the inqtru7-tion to bettei meet your 'n a-splpial-eddtation

administrator. . i

4

,
14,
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A. INTRODUCTION

3. ORGANIZATION EXPANDED

C. REVIEW OF MATERIAL

WRITTEN assiGrivefr . ..6

REGUIIR&D READINGS . t
6

L. "Formula for,,Change" 11

24P4 "Imprpving Effectiveness of a SchooNOrganiiatidn.
'ThroUgh Coordinate Status Consultition"

s 13

3. ."LeadershiPleries in Special 'Education: Decategori,

zation and Performance Based Systems and Special,_

,Education in Court" (See SuppleMental Handbook) 15

.

A Plan for an Ad gocracy (pp. 77-93 in HqpdbOok.)

Restructuring Special Education Leadrship Xesources:'

,The Minneapolis Model, (pp. 257-:274 in Handbook)

4. "An Overview of Decenttalizaiinr1 Theory and Process'. .17.
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Ap-

ORGANIZING FOR
. PL'ANNING AND.

ADMINISTRATION.,

A. Inrrs:opucricti

10

,

The purpose of this objectiye is to
.

*organize for plan ning and

adminptration. To Accomplish this competency, the following objet -

4

Lives have been established: .

.

To, review and
.

analyze -viious means 9, orgatiling for planning

and administration /of the to special education program.

..
To select and7Or develop a model !for planting arid administration ,...

'''ofAllv:aspecfal education prOgram, and to adapt that model to locales, --

conditiots and needs. _ Ali,'

, _

_

.

d

To share, as a means of seekingiNgitimation and jnput, the

proposed model for planning and administration of the special educa-

tion programwith dthers in the internal'speoial educatiOn leader-

ship structure, in the regionAl/state'special education leadership

structure, in-the pair and superordinate administrative structure,

And utith the 'hoard of education.- .

..,

. s' To revise, as approptiotte, tie pipped model baied on'the .:

,

input, received.from others.
,.

'e4

:

Tp receive approval for_titanslition of theomodel'forplanning
4 .

and administration into form and structure. -. .-.; *

To organize existing and new leadership and administrative

resourcesinto a.form and structure compitable with the approved .

model`for planning and administration.'

Also included
111Undeistanding of.thia

readings,=recommentted
competericy. mp.

. .
...4,

. .

sthis competency
r
area:to aih.in-the_fuither

'objective is a written assignment, reqUired .,

readings, And an evaluation forsykis particular

.

s

, .4,, - - r

PD' I1-1
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"
B. ORGANIZATION EXPANDED

p
4 _

The ability of an. organization to define and carry ohtorgani-
Iational and, client goals and objectives through the proper organiza-
tion of resources is highly related to the extent and type of formal
structure utilized for planning and administration. The structuring
of an organization's leadership resources, then, is a critical
variable in conducting quality programs. .

Historically, special educ'ation programs haveorganizO their
planning and administrative resources around categorical lines,
and personnel selected to plan and administer special education
delivery systems have-had vjor training and experience in only one
categorical program. Johnson and Gross (1973) discuss teis point:

With few exception at any level of schboi govern-
ment--nation, state; or local--these existing leadership
systems have at least two' commonalities:' (1),persons who
hold leadership positions have_generally been trained as
teachers of some category of handicapped persons (retarded,
speech haddiCapped, etc.) ,(Kohl, 1971) and (2) leadership
assignments- within the special education operation are
made with major reference to categories of handicapping
.condition. '-Coordinators,"suPetvisors, and program consul-,
tants are usually singularly responsible for programs for
the "retarded,," the "emotionally diturbed," and "blind,"

. or other categoriCally titled program arenas. (pp. 257-38)

The categorical model of organizing, for planning and adminis-.
tration is only one approach, howevee,and other models have been
suggested and implemented in the past geveral years. Alternative
models for structuring and vending special education resources for
planning and administration have become necessary with recent trends
to create service delivery systems that minimize categorical labels .

and classificatidns, 'and that emphasize use of a wide rangeof
placement and treatment resources. Johngon and Gross (1973) also
`discuss this point and go on to suggest use of the noncategorical-
model in structuring special education leadership resources.

In the near future, we will see extensive diss4miria-
tion and utilization of non-categorical, moltiOle-option
service delivery- systems. In several years, school
systemg operating categorically based special education
prograks which rely principally on. special classes will
be at best anachronistic.

Obviously, thesenew programming models Ind systems
Oarbinger the need for leadership systems organized much
-differentlythan those now extant. It will. be very

.111 11-2
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The fol ing activities can be viewed as essential to the organ-

izational-process:

an analysis of role parameters-for the categorical leadership

model;
the creation of a specialist-generalist construct related to

varying expectations;
the development of functionclusters for organizing leadership

resources; and
the development of a working model for suucturing leaderthip

resources along functional rather than categor'lcal lines.

Anomanalysis of extant role and function of leadership personnel
In one big-city school system (Johnson iwGross, 1973) revealed that
persons responsible for categorical programs were accountable for
designing and operating programs for students of all ages; were
required to be knowledgeable in all curriculum areas; were required
to be equally knowledgeable about resource programs, special classes,
and special schools; anti were required to attend to a host of diverse

functions. The following is a list of role descriptois generated for
categorical program supervisors:

.
Case management,
Parent education,
Budget development and monitoring,
Student placement,
Personnel supervision,
Personnel recruitment,
Personnel evaluation,
Factlftator.and expeditor,
Program advocate,
Information clearinghouse,
State reporting system,
Public relattons,

- Staff development,
Agency liaison,
Curriculum development,
Program planning,
Program evaluation,
Materials evaluation, and
Miscellaneous administrative duties.

Such expectations imposed on any one person may be unrealistic
and unmanageable,, and typically'result in an individual focusing on
those job responsibilities'he or she is most interested in and skill-
ful at, with little energy given to other important program dimensiOns.,

This analysis of the current role,and function of leadership personnel
made it clear that a more effective system of personnel utilization,
based on more than' categorical relevance, would mold to be developed.

4
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In seeking to develop an- effective personnel utilization, format,

two, primary factors seem important: the relationship between the
structures of the leadership and services systems, and the relation-
ship between expected job functions and personal skills and interests.

The first orthese--the relationship between the structure of
the leadership system and that of the service. delivery system--is
clearly important. If the program is of thesingle option (bfther
regula lass or special class) categorical genre, and T intentions
are to continue in that manner, then a categorically oriented leader-
:Ship structure should suffice. HOwevi4 if the special education
delivery system is expected to be levels of service-or "cascade"
(Deno,, 1971) in structure, then the leadership structure ought t
be designed around the requirements of that service model.

"'The second of these primary factors--the relationsh between

expected function and human variables--suggests that positive and

reasonable relationship must exist between human c' 'etency and

expected performance.

In addressing this problem, a constru or cognitive set might
be generated. ,This contruct; or cogniti set, int:lased upon the

- notion .that, at any given level of se ice to clients (i.e., main- -
stream support; special replacemen rogramOrthere will be functions
requiring general management /ads istrative competenties,and func-
tions requiring technical pro am or specialist campetencied. Func-

tions would then-cluster a nd this construct: generalist (manager/
'Aiministratbr)`and speci. ist (program supervisor). Other functions

may also represent "s ed" functions, contifigent'on negotiations
between the general =t- manager and the specialist supervisor. Typical,--

examples ate "pe onnel evaluation" and "personnel supervision."

These nction clusters do not represent mutually exclusive

domains, both generalist-manager and specialist-supervisor will b

involve in some way in the other's domain; i.e., both have pluklic
relat ohs and personnel evaluation responsibilities. The emp s

her is on .the relative amount of time spent,.and onyroximit to'
-line programs. In this model, the generalist wood be r poilsi-

le for a specific level of service or part of t "Casc e"Ii.e.,
/programs in support of the regular-classroom t cher o of all

special schools), and would manage the efforts of se rat technical

specialidts. Through this approach, it is possib to relateleader-
ship structure to the levels of service concept and to also'begin 4.;

f_

packaging functions into manageable units.

.
.

Following the development of functio clusters for organizing

leadership resources, a leadership syst can be organized to focus

efforts and accountability in the dev opment of strong mainstream

support services and to maximize th- development ornohcategorical
special education instructional s vice. The special education

C
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programs and leadership responsibilities are ettsentially divided into
those provided in concert with the regular schools and classes (school ,
based) and thosei vended in special facilities and'stations (low inci-
dence programs).

Another approach to the formal Organization of*leadership
resources has been suggested by Grail; (1973). Grosi suggests
that special-education organizaticag currently operating with
categorically organized leadership .resources -can move away from
that approach by using an ad-hocracy approach. That is, by estab-
1.ishing temporary role assignments where persons retain some element
of responsibility fora "category," but begin to take on more
general functions as "primary systems," he suggests that use of
this approach would result in a more "elastic" structure for plan-
ning and administration.

a

. The way in which one organizes for planning and administration
should be conditioned by several variables. Among these are:

. the type of service delivery system currently in use or
expected to be in use;

ID. the size of the total special education effort; and,
the requirements of legislation and regulation.

Characteristics of a viable model for organizing leadership
resources are

affordable, legal, and responsive to client needs and to,changing

philosophy;
° well-defined as-to policy and procedure, and otgAnized-to carry ,

out'functional tasks of planning and administration; and,
flexible and responsive.

-REVIEW OF MATERIAL

The purpose Of this objective is to organize for planning and
administration for spedial education programs. To accomplish this,
a review of some current Aterature was prehented as a means of
organizing' fo'r planning and administration of the total-special,--

education program.

wThe following material- -111---'---
aibimicle furrrhi tner understanding_

of thit7couvetentyarea: written assignment,'required readings,
recommended readings, and evaluation.

I.

PD II-5
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WRITTEN ASSIGIVINT

1. Utilizing yout own'district or any other district of, your 7

choice, develop a line-staff chart of a noncategorical
leadership structure' foie the purposes of planning and
administration. If yogi are the only special education
administratorg assume that you have three assistants,
and design noncategorical roles for them.

2. List three supetordinate,'three coordinate, and three sub-
; ordinaM,:Organizations or persons with whom you would have

to work in order to implement your noncategofical leadership
A

structure. 4

. Describe how you wouldOrganize in order to impliment'a
district pilot project that hasNploved to be nationally
successful but has had only limited Peplication in your own
district.

4. Define decentralization. List and discuss two advantages for .

a decentralized special education structure.

. REQUIRED READINGS

1: Erickson, D.K. Formula for change. 'In M.C. Reynolds &
M.D. Davis (Eds.), Exceptifnal children in regular classrooms..
Minneapolis: University of Minnesota, 1971.

2. Johnson, R.A. Improving effectiveness of a school organiza-
tion through coordinate statics consultation. ,In C.A. Parker
(Ed.), Psychological consultation: Helping teachers meet

.special needs. Reston, VA:: The Council for Exceptional
Children, 1975. ,

3. Johnson, R.A., Gross; 4.C., & Weatherman, R.F. (Eds.). Lead-
erahfp seriesin special education: Decategorization and

.perfo4mance based systems and special education in court
(Vol. I & II). Minneapolis: University of Minnesota, 1973.

A Plan for an Ad Hocracy--J.C. Gross, pp. 77-93.

Restructuring Special Education Leadership Resources: Th
Minneapolis Mode/--R,A. Johnson and J.C. Gross, pp. 257-274.

Nystxand, R.O. -,60 overview of decentralization theory and
process. -In M.C. Reynolds (Ed.), ReRort of the conference
in special education in school system decentralization.
Minneapolis: University of Minnesota, 1975.

. Sergiovanni, T., k Carver, F. The new schoo executive: A

theory of admInistration, New York: Dodd, Me d & Co., 1973.

- PD 11-6
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6. Sergiovanni, T., & Carver,
theory of administration.

7. Sergiovanni, T., & Carver,
theory of administration.,

8. Stoops; E., Rafferty, M.,
tional,administration: A
Allyn & Bacon, 1975.%

ft

F. The new school executive: A

New York: Dodd, Mead & Co., 1973.

F. The new school executive: A

New York: Dodd, Mead '& Co., 1973.

& JohnsOn, R.E. .Handbook'of educa-
guide for the practitioner. Boston:

PD 11-7.,
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REQUIRED READING

FORM FOR CHANGE

1

air

A comprehensive change in the content and organization of educa-

tion is needed to demonstrate that tke educational experience has a.

positive influence on the life of the individual student. Since_

improvements in educatioh depend largely upon the teacher, bringing,

about changes in the process of training teachers should be'a major

educational goal, tucked by financial and - ideologic support.

' Such a training systems using-instructional methods, materials,

and media, has been developed by several Regional Special Education

1

Instructional Material Centers acrdss the coup ry. The training

procedure is a systematic attempt to Individua ize instruction throtgh

prescriptive teaching. It advances alp teaeher-u dating "function,

stimulates maximum content flexibilittt fosters coopera con-

structive'efforts among several agencies and offers the potential for

reaching a very large number of teachers.
. .

*
Erickson, D.K. Formula for change. In M.C. Reyriolds & M.D. Davis

(Eds.), Exceptional children in regular classrooms. Minneapolis:

University of Minnesota, 1971. (Summary)

PD II-11
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REQU I RED . READ I NG

5 '*
t

2

IMPROVING EFFECTIVENESS OF A'SCHOOLORiANIZATION

THROUGH COORDINATE'STATUS-CONSULTATION

'11(

4

)

For the past few years, a, sizable,and defined technicalassist-

ance dupport system has provided varying resources to the Department

of Special Services of the Boston school system. The major goal has

been to assist the system to strengthen Its ability to provide

quality education and services for all handicapped persons. Methods

used to assist the system to date hive included the provision of

coordinate status-tmisuttation-,--funds -for site visits, training

opportunities, generat advice and planning help, and liaison with

various institutions of higher educition.

raised and addressed in this,Critical issues which have been

process relate to the folloWing:

scope of consultation;
selection 15f consultation style and

the extensiveness of change and the

internal Change'agent;
usefulness of the coordinate status

macrosystem pathology.

I

change model;
attendant risks to-the

approach;'and

..$

*
Johns R.A.' Improving effectiveness of a school organization

thrOugh coordinate status consultation. In C.A. Parker (Ed.),

Psychological consultation: Helping teachers' beet special

needs. Reston, VA: The Council for Exceptional Children,

1975. (Summary)

PD 11-13
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REQUIRED READING

p

3

k ,

(See Supplemental Handbooks for this requirement.)

ft

Johnson, R.A., Gross, J.C:, and Weatherman, R.F. (Ids.). Leadership

series in special educiticnt becategorization and performance

based systems and special educat4pn in court
Minneapolis;' University mf Minnesota, 1973.

A Plan foram Ad Hocracy --- Jerry C. Gross, pp.'77-93

Restructuring Special Education Leadership Resources: The

Minneapolis Richard A. Johnson and Jerry C. Gross,

pp. 25 7 -2 74

PD 11115
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REQUIRED READING.

*
AN OVERVIEW OF DECENTRALIZATION THEORY AND PROCESS -

4

Educational decentralization, or distribution of authority, is
likely to produce some changes in organizational and school/community

relations. These changes can provide opportunities for specialbedu-
cators to establish closer relationships with both ray people add

other eduCatots in pursuit of. greater individualization and educa-

tional benefits for all students.

Decentralization can occur-tither:by sharing,,authority among
central, regional, and building levectministrators or,by sharing
with an elpanded number of citikensk though only two major cities- -

New York and Ditroit--have experimented with implementation of a

decentrqlized, community- controlled school system, the reality of the
pluralistic and self-determination aspects of the belief system of

decentralization s4puld ke more widely accepted. The acceptance Og

pluralism And self-determinationo in particular, calls for, increased.

of to recruit'and prepare minority-group persons fOr teaching

leadership roles.

$

*
Nystrand, R.p... An overview of decentralization theory and process.

In M.d. eynolds (Ed.), Report of the conference in special

----educatidh in_school system decentralization. Minneapolis:

University of Minnesota, 1975. (Summary)

4 8

0
PD 11-17
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REWIRED READING

.

7 /
t'o

s

.

\
. t

f.

,
54

v-EDUCATItNAL DECISION-MAKING*

I

Decision-making is at the centtr_of'administrative and educe-

tional activity and is'a key concept in bri ging about administrative

effectivenesq.for school_ executives. Edu tonal decision-making

as. an applipe science is dependent upon by id,strg4egies 'that can

mesh and synthesize scientific and inttitive' Ifproaches:
S

y
. P

. ,

Anumber of helpful decUlon-making models wits clear seruc-

tural features and.gtandard operating procedures exist. The4first -.

example, Planning,Progremming, Budget system jPPBS)% focuses on ,
.,

allopaiing scare resources toward. competing goals. The second example,

the Delphi Technique, focuses of teaching consensus --usually in terms

of goals, priorities, and objectives.
'

bi the filial analysis, however, judgment:is the important deter-

miner of effective educat

\nal

decipion-making, Yet,-responsible

PI
judgment cannof be .exercis __onless thebasiOor judgment tests upon

a mental or intellectual_syatems approach comprised of insight from

both scientific and artistic aspects pf admini ation.-thin this
systems approach, four distinct' systems can be dentif,ied.: *5-

the belief system;
the human system,
the organizational system, and

the action system.

*

.7/

a

Sergiolianni, T., A Carver, F. The new school executive: A theory

of administration. New York: Dodd, Mead & Co., 1973. (Summary) ,

4
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REQUIRED READING
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a

EDUCATIONAL PLANNING ARD SYSTEMS CONCEITS*

Planning id an ess ial requi'reMept in'bUilding administrative
''effectiveness forichool executives. Systems4cosCepts and systems
analysis--new and fashionable planning devidei--atteMpt to 'iareftlly
map each of the interdependent parts of the whole sathat.on, part
can be manipulated with full awareness 'of the effects on-each of the
other parts of the system and the effects of the system on the envir-
onment. .Although systemic analysis and.its,alternatives haVe their

- dangers, systems thinking his great promise in promoting administra-
%tive effectiveness for school executives. However, it ii*not recom-
.mendedin education. ,

The authors recommend a flexible systems approach: management
-i systems approach-for goals associated with this mapagemen aspect of
-schools (e.g., .food Cevvices); a Cooperative SyStems Approach.(CSA)

411

for goals associated qith the professionallinstruaional aspect; a
Technical System Approach rSA) for,goals associated with short term"
aspects and specific time contraints which uses specific systems
techniques such as PERT. (planning evaluation and review techniques),
and PPB$ (program planning bUdgeting systems). ..

-

,
.

.., )

4-,

. .
.

0

Sergiovanni, T.s, & Carver,.F. Thd new school executive: 4 theory
''' ,vof. administrations" New York: Dodd, Mead & Co., 1973., (Summary)

PD -*.
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REQUIRED READING

rlf

THE SCHOOL EXECUTIVE AND 1,EADERSHIP*

iko

The message in this reading is clear, "demonstrate leadership."
To accomplish this, several questions.were discussed by offering
definitions of the concept of leadership, by including an analysis
'of the behavior and style of those engaged in leadership,activities,
and by,suggesting,a synthesis-of those ideas to seriF as "bench- -

) marks" for the school executive as he/she meets the demand for leader-
.

ship.:
, .

Leadership'shduldnnt be conceived of-totally as
of an individual, even -if the individual is officially
responsible for acts Qf leading. °Yet the school execut
"leader," must make sure that bdth goal- achievement and
tenanthe activities are effectively carried out.

;e perogative
designated
ive, as

,

group main-
..

The school executive must be a lehder of leaders.
it seems appropriate,-for administrative effectiveness,
as many people as possible in all' activities, including
activities. Under these conditions,'whethei the school
is task- or person - oriented is less relevant than wheth
insists upon being totally responsible.

S

Therefore, '

to involve 4'

leadership-

executive
er he/she',

7
Sergiovanni, T., & Carver, F. The new school executive: A theory

of administration. New York: Dodd, Read & Co., 19737%.01(Summary)

a
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REWIRED READING

THE ADMINISTRATOR'S ROLE AS INSTRUCTIONAL LEADER*

Nowhere in administratio9' has change been so far - reaching in the

area of instructional leadership. This chapter provides systems

approach tools with which to meet the challenge of this.thange, inclu-
.

ding

perceiving functional relationships in education;
employing a systems approach model;,

a 'generic model for-effecting change; and

a curriculum development model.

Two recent, reasons for instructional change were Sputnik, result-

ing in new stress on science 'aqa mathematics, and the civil rights

moverkno, resulting in a mole to fit the curriculum to.:the student.

As a result, the administrator must now be conversant in both the

cognitive and affective domains of educational objectives.:

The administrator must also develop tools and strategies to cope

with changing instructional needs, specifically a systems approach as

a planning tool. This enables the administrator to plan, develops

implement, and measure their success or failure.

Instructional programs have long been more concerned with process

than with purpose: Lack of direction is one reason,so many innovative

programs fail. Here the systems approach mode.' can:he extremery valu- .

able In translating distric philosophy into educational goals and

then into specific instructional objectives. Goals and objectives

should be on a planned fleets assessment program.
, L

One curticulum development model ate-YU-with district philosophy

and adds the notion of measurable objectives. Itsrflprocese. sequence

stresses cognitive/affective :factorderelated to- instruction, and inte-

% grates manner, purpose, process, and evaluatipI...

*Stoops Rafferty, & Johnson, R.E. Handbook of educational

administration: A,guide for the practitioner. Boston: Allyn

4 Bacon, 1975. (Summary)

.3
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.1.

EVALATION

DATE

-Coviplete this evaluation form based on thi'exercise(s). you have listed

below and return it with your assignment for this section. An envelope

is provided.

OBJECTIVE TITLE

EXERCISE NUMBER(S)

EXERCISE PAGE NUMBER(S),.

"9*

re COURSE MATERIAL - Circle the7responde indicating your level of agree -

meat with each statement.

dor
1. The course material is well

organized. and developed in

coherent sequence.

2. The length and scope, of the

course material was adequate.

3. The course material clearly
conveyed abstract' concepts

and thedries.

4. Basically, the;course material
provided me with learning and&
learning tools which were new
to me.

S. The style. of writilig was clear,

concise and interesting.

6. The course material provided
me with activities which were
practical ,and: not, make work

' activities.

7. The course material is
closely related to the

objectives.

r

1 2

2 3

4

4

5

5

2 3 4 5

..

1 2 3 4 5

1 2 3

,

4. 5

1 2 , 3'' i 5

.
.

1 2 .3 4 5
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at would you do to improve this course material?

t.

II. ,REQUIRED.READINGS

1. Which reading in the lesson did you find most helpful? (Indicate

by author.and title or by number of,reading) How were they

helpful? (A few words, such as "background" or "understanding"

.
will be sufficient)

2. List any of the readings that were not useful to-you and tell
why they.-did not meetsour_needs (The title after =the appropriate

word will, be sufficient)

Nothing new:

Inaccurate:

Redundant:

Hard to Read:

'Hard to Understand:

3. Put a check in the proper space. I would recommend:

A.Ym9re or other required readings

B) fewer or other required readings

f-
C) no change in the required readings

Ili 8-47 *



,

4. Would you:prefer an assighed text(s)?

A) Yes

B)io

If yes, can you suggest any?,
C.

1

III. WRITTEN ASSIGNMENT - Circle the
agreement with each statement.

response indicating your level o

1. The assignment was 'clearly and

unambiguously stated.

2. The length-tf time required xp
complete the written assiwiment

was reasonable

3. The written assignment.really
gave me in.opportunity to
show what I had learned.

4. The written
a make work
something I

5. _Wat.Would
.lesson?

I
1,

assignment was not
activity, it was
presently do;

1'

.

.1

1

wl

'

2

2

3

3

-

4

4

4' 5,

5

,

ydu do to improve the written assignments for this

6. Wire other eater/ha required, ii additinh'to those provided, for
completion,of the exercise'? If yes, please list thii.

4

1

688

a



7

tsa

I

P

.
. ,..

,e

^

KV VI-,,....
WO.
VIOL

-swan .

A Y.36.

,, Akzlos.T.3.1assik,
.. Nnes....00.

IVICet
.1.7CCIL

' eci.Z.tibskarlik..0 11111101iNgl
6: %WI 00 0 4011. ..-7. --.. . . . :

Atari%No.
Vibnalo:._ 14,00.... ..1.Ceihinl:Wely.c.71Lielt...Sibr 1131.

'11.00114111744.1 a NU 1011:10ZNVPS710% It.

-ameaa.....,....mmeires. g,...00.71. 0..
,CCIallgliglkWeVCCILIECOVCCMOC1retren
":111,70MVOCINVICINVElliiICCAL .1PagAinItits07101.71e !.._

pi,VIONIKWAVIAMit CVOIMIECIVOIN-1. 111.1101:001VANItieliiita7
=YrbaPig,t7""VOW'SS14";717744 WoonVIIIIIIceiV

1:0,1101. 0:1011011* Or:WM:PAO:ggggigoVAZir"
0,:21 kICeI

Cinenn5 .a0amcangwe
.a..4...a,paa.a...u3aCwiOm

1

t
V

iN..4,.&L.,, SI

zati131. 5. 3 ., i :.1

WIN C L C t 4 ..,larg

PROGRAM DEVELOPMENT

Objective 1

I. a:. almlammiacwwwwwwwwwwermt '3 ;az
-ccicwommosouviwwsucomnol000micoccs. .. co
.4ccoolvocas..9.1,10me. % loimmew%%% vr CVO/ V

ZIOCCIPC11001111%% % 11311101.1CCIMILWECCIMIRVIVItini OlCareh:

04101144.1241 I ClililigalICIOCCICCeltillee4..a4
Vh2.7rA "' II 1111

scenotarc. e..INagir
CulligareCallaW1113.1ia

min. Veleameccoic 4( 00CIP.144301,11:111#101

Nh watlihmgwoo`:
eadiarliMMIIIMP.11

0111 170.11,111111.1.1C
it aNNINVIVIZISVAVailliCiChli ilV CINVININNNI03:50010 140,1,211Clige ellelaawa

OA? Ol3ifelplerChWil.C1.1.% rfir- roweassa
..toolibloit ...-.4 ... comc..m....

.1:&.NSSI abaft. -cc,hcbvimmeoxeke.,:i.:. 0 coNvaa.
4. -

44-0- I kgmliVIILIIWIArtit lik
Cr Jiing

liC *WS
,1100 1.

.0.itealsobcitt. WC 1,,, a, e
-...,.. ItellARMIg sib 1.

ink a..71:

'Veg. 4 Sg'VIM
lit!EUCSII,L4. il

VINIV :VI
;Vittlo ' 11.020'01% '

g0Stat ..z.;4gti
,7,

'CC! , "bkinf g
'QV
inc
'1140 IOSN °"K 0tne
Ne illegli Uhler 41,

0101074,W112.111.1.:4:1100:1
ifMa..1. 10C.C0011 COI

0.121:4IiM013.CCI
ol.soonare N.,

14,01

1.
21.761.

F3121.1
gins.
.111,11

a

all
s

Special Education Administration

Training Program

College of Education

University of Minnesota

689

5.



4

ro

*OURSE 'AUTHORS 4

Dr,. Richard A. Johnson 7
Directpr of SpeciarEdiacation
Minneapolis Publit Schools
MinneaPolis,'MiTesota

,

..

1

ti

GAT

4

Dr. Glenn Snook
Acting Director

. Minnesota Valley Special

Education '

Waconia, Minnesota

1

4.



P- REFACE
A

I

PROGRAM DEVELOPMENT is one of the three courses fn the Speci'al
Edtiation Administrator Training Program. The training was developed
as part of a threeyear project% and this is the first application
of the competencyr-based education model. It is designed so that

-revisions can be made accordin.g to objectives and the instructional
needs of the p ?rticipants: The student, course author and pre/post
test assessments will contribute to.rhe evaluation of this material.

The competency areas forthe,progrnm development course were
.0' empirically derived from the job of the special education administrator.

Although additional competencies may be needed in a specifUposition.,
the following areas were determined essential for your performance on
the job:

.%

Special Education Philosophy
-Organizing for Planning and Administration,
Decision System for Referral and PlaceMent
Assc?ssmont of Program Needs
Program Design
Implementation of Programs
Eva.lbation of P.rogreomoData

Eachof the above has been independently de-,ignegi that the

program development course can be tailored to meet your needs. Tp,.

addition, the competency areas contain the noce,,ary materials for
,instruction-- including 'course author material; written questions,
evaluAtion, sample forms, and required readings.

Any uostions you hive or problems you encounter with the
instrtfOt al material should be dis.'upled with the field cow4lift,int.

This will acilitate your learning and provide input for odifying
the instruction to better meet _your needs as a special e .ion

adminisCrator.
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DECISION SYSTEII FOR.

REFERRAI,--4ND PLACEMENT

ti

INTRODUCTION

The purpose of this objective is for participants to be able
to define-and-establish a decision system for allocation of place
ment and other, resources to the needs of clients. In order to
accomplish this, the following steps need to be taken:

To review and analyze various systems, procedures, and theories
proposed and /or utilized for defining and operating a system for
governing the allocition of placement and other resources to the
,needs of clients.

To select and/ox develop a resource to needs allocation and
governance systems, and to adapt that system to local deeds.

To share, as a means of seeking legitimation and input, the
pr9posed system for allocation of resources to individual student
needs with others in the internal special education leadership-
structure, in the regional/state special education leadership
structure, in the superordinate administrative structure, and with
school faculty such as principald, special education, and regular
class teachers', and personnel.

To revise, as appropriate, the proposed system based on input
received from others.

To receive approval for translation of the proposed syhtem for
allocation of resources to individual-sip-dent needs into form and
structure.

To organize existing and new 'placement and allocation system
resources into a form and structure compatible with the approved
system.

To aid in further understanding of this objective, a written
assignment and required and recommended reading materials have been
provided at the end of the narrative section.

PD
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ESTABLISHMENT OF DECISION-SYSTEM

`
The basic purpose Of'a public school special education delivery

- system is to deliver.the type and extent of service -needed to meet .

the defined needs of individual handiCapped students.. Of major
, importanCe to the ability of an organization tolfbrovide Substantive
and timely services tosits clientele is a formal' decision system
for determining client needs, for matching client needs with the .

appropriate intervention(s), and for assessing outcome.

In the past, many special educators have not been very succest7
ful in desigying and implementing client decision systems which focus
on the needsof the individual client. Basically, special education
placement decision systems here focused more on the needs of the
organization than en the needs of clients. Johnson (1975) suggests
several characteristics of referral and placement systems as operated
in the past:

referral of a student to special education for assistancebased
.on a problem the teacher is having with the student rather than for
specifically and'clearly identified student needs;

the notion that a system supported by, in many cases, less than
5 percent of school district resources can effectively replicate a
quality instructional program and succeed where the so-called
"regular" education 95 percent resource has failed;-

the assumption that special educators have in their operational
system major theory, technology, materials, or instructional magic
.not available to teachers-at large;

the misuse of,one form-of providing special instryction and
services -- the special class;

the,documented tendency for permanence and rigidity in place
ment process and outcome;

a paternalistic, jargon saturated'and sometimes overbearing.
way of dealing with parents of handicapped children And with students
themselves;

a data base for determining student needs and forallocating
resources which misuses'and overuses norm-referenced, culturally-
biased tests and sociodemographir data;

'74
.lack of organizational checks and balances against the poorly

considered and sometimes capricious student- related placement
delOsions made by individual regular or special education school.
staff;

tacit organizational and community approval-of "waiting" lists
for evaluation'services and fot placement openings;

poorly defined and conducted methods for intta or inter staff
communication, resource sharing, assignment of responsibility, and
-for general case management and coordination;

exceasive'use of staff time and placement resources on "dtag-
- nostic" Otudy and on selection-rejects. Ondecisions, with little

time spent'on individualized program planning;

PD 1f1-2
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S.

.Areidependthce on use pernicious categoricpl labels and
,clisaification systems lo.justify provision'of services;

'limited commitment 6f hymen and material resources to he

asseisment and placement lunctiop and process; aria,
lack.of formal policy .to govern- and guide the referra and

placement process,.along'with pdorly defined'processespan procedures.

In addition to suggesting these problem,areas -related to past
referral and placement slatems, Johnson suggests several.criteria
which-contemporary referie and placement systemw,mtug address:

The parents and/Or student must bAnvolved in all aspects
.9f the assessment' and program plgnninq decision rocess.
- The responsibility of local school staf or serving most of

the handicapped is the local school should be affirmed:
Compliance with the doctrine of the ieast restrictive alterha-

tive must.be insured.
Decisions about platement and management of handicapped students

should be Made on a team rather than an individual basis, and these
\---

teams .should always include ai partiCipants the referring teacher(s)
and the parent.

Periodic reevalua tion should bean integral component of the
system.

Performance based, -mature Yaft assessment systems must?be used,
ri-a- use of Categorical labels or.categorical classification systems

, should be avoided.
AIcountability for action and outcome at agl. stages of the protest;

must be clearly specified:
Studepts who hive been identified to be in. need of modified

programs and/or extra services should be in a "holding pattern" for
no more,than a few-weeks prior to delivery of service. .

A defVed administrative apPeaf-0+ese should be available
for parents and for SchoOl staff.

Due process procedures mutt be afforded the parent o surrogate
parent where infoimeleparent,consent cannot be obtained, d where
the school intends"t5 proceed with a special education pl euent
or change in placement, , ,

. The ieferial and placement system should haves its basis written..
*policy., processes, and procedures, and these should h$, evaluated-at

least annually to-assess continued relevance and utility.

Several basic steps or action, are.generally needed in'districts
where the referral ansiplicement system does not meet these criteria--
otheestablAhment of'supportive school policy, the development of :
necessary procesies axjd procedures, and the development of progiam

c--2---rialternatives. NLstL,

PD 'III -3
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lf 1. POLICY DEVELOPMENT:,

Specilically,'actions in the policy development arena should
include development of policy which:

affirms the right of all handicapped persons to a free 'lane
education;

resolves that an alternatives-based program will be supported;.
declares that the.use of categorical labels and'classification

systems will be minimized;
,

N states the right of parents to be involved in the total decision
process;

' insures the right of due process where informed parent consent
'cannot be obtained; 4

affirms the Doctrine of the Least RestriCtive Alternative; and,/
encouragesuse of Criterion referenced assessments, and con-

strains use of norm-referenced data except where, clearly useful in
designing individual program plans.

2.c PROCESS AND PROCEDURE

Artions in the process and procedural arena include,the develop-
.

ment of:

written guidelines on parent/student involvement, includi- ng
provisions for obtaining informed parent consent, and for providing
due process when necessary;

student suppOri teams for-every elementary and secondary school,
yith written guidelines and inservice training provided for these
teams;

,development of standard, systema4c referral forms and decision
processes which include,data on able performance in the class-
room;

-a written process for development of individual program plans
that are measureable and that are-reevaluated periodically; and,

a process or mechanism for careful and Critical review of all
requests for placement out pf the mainstream program.

''

3. PROGR4MMING

Actions in the programming arena include the establishment of:

a poncategorical, levels of service delivery system; "*
sUfficient.program alternativesio special class or special

. school placements;
sufficient specialized'placements for seriously handicapped

persons;

PD 111-4
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the development and implementation 'of nn Intlfviduol education
plan (IEP)-for each handicapped child and a system for the develop-.
ments of plans through ,a team function;

a description of related services available to handicapped
children in the district; and

a child and program monitoring and evaluation system.

.

C, REVIEW OF MATERIAL

This objective defined and established a delivery system
for allocation of placement and other urces to the needs of

clients.

The following material will include the following: written
assignment, 'required-readings, recommended readings, andan evaluation.

WRITTEN AS5104489

1. Assume *opt your school district has a court case regard-
' ing the rights of handicapped children. The parents of

"h- mbeighth grade student are suing your school bbard, your
§vperidtendent and yourself, as director of special educa-
tion-because their child at age 14 has only second grade
readiag ability. -The siudedt has not been diagnosed' as
retarded; and has had special cOdeation service for era
reading disability although the,aervice has been sporadic
and the student is not currently receiving any service. .

Theeatudent tends to be shy and withdrawn and is not and
has not been a behavior problem.

Indicate bow-you would respond to this case, making sure'

thatdue process proceddres'are followed. JJse your dis-

trict as a hypothetiCal model, and answer these questions:
Could thisiblppen in your district? Do you have programs
for students such as this in eighth grade? Is this a

special education problem? How would you defend yourself

fVsuch a lawsuit were filed? Do you have good documon-

, tatidt of services delivered?
. .

I- ,

2. -,Evaluate, describe and discuss yOur district's referral
and placement,System,using e maljolvciicrckea provided in
;the expanded'barrative/for t iadompetencv area.

Pt 111-5
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3. The referral and platemenfdecision system relies upon
assessment and measurement of childrie performance. New
legislation requires that testing procedures must. be non-7

discriminatory, i.e., resulting in ethnic or facial imbal-
ance. Complete the following,phart to describe the assess-
ment instruments used'in your district to refer and pltce
children in special education progr

METAL SISCASICSI
DOMES

illAHR OS Assomorr
INSTILMENT

A. SLPP (ssaple) 1. WISC
2. Due/ell".
3. Flanders '-

Interaction

ate

LAAMMEMOVIMM
YRS NO

y/

e'

STANDARDIZED'

YRS NO

*( °
V

)

NOR RESIIRECID
TES No_
t./

CRITEKIElsimemaa
Ti. ro

A

sescumat VEQVIUD
mearitui

IBS V4

ye

DIRECT OSSIRTATIOM OY
CLASSROOM Pritranusa

SWIRKD
its 100,

t,

rukamats
# cras P ROTS

PKICIMAda 01 eOCI;CCIPZUCMAibliWIMILC/IACIAL DISTILIM101
mass Mill BLACK 011/CANO OW MKS (plasas specify),

A

699

PD 111-6



2

REWIRED READINGS

Abeson, Bolic, N., & Hass, J., A primer on due process:'
Education decisions for handicapped children. Exceptional

Children,, 1975, 42(2), 68-74:

. Cleary, T.A., Humphreys, Kendrick, S.A., & Wesman, A.

Educational uses of tests Vith disadvantaged students.
American Psychologist, 1975, 30(1), 15-41. .

3. Deno, E. (Ed.). Instructional alternatives for exceptional ,

children. Arlington, VA: The CoUndil for Exceptional

Children, 1975.

4. Hamill, D.D. Evaluating children for instructional purposes.
Academic Therapy, 1971, 6(4), 341-353.

.4)

S. Keogh, B. _Psychological evaluation of exceptional children:
Old hangups and new directions. Journal of aphvor Psychology,

1972, 10(2),

6. Martinson, G. The Minnesdta child,study system. A paper

prepared for the University of Minnesota, . Minneapolis, 19T4.

7. Reynoldg,'M.C. Trends in special education:_ Implications

for measurement. In W. Hively & M.C. Reynolds (Eds.),
Domain-referenced testirig Inlapecial 2aucatian.Rest6n, VA:
The Council for Exceptional Children, 175.

8., Ross, S., teYoung, H., & Cohen, J. Confrontation: Special

education placemeitband the law. Exceptional Children, 1971,

38, 5-12.

4 A _

9. Rubin,, R.A. Identification of haddicapped children and the

classroom teacher. In R.A. Johnsod, ,R.F. Weatherman, & A.M..

Rehman, Leadership series in special echfcation:._ Handicappe5

youth and the mainstream educator (Vol. IV). Minneapolis:

University of Minnesota, 1975-
..--------

AIR
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REWIRED READING

0

1

A PRIMER ON DUE'PROCESS: EDUCATION
DECISIONS FOR HANDICAPPED CHILDREN*

Public Law 93-380, The Education' Amendment of 1974, focuses
its attention on Ehe right of due process which governs decisions
regarding identification, evaluation and educational placement of
handicapped children.

Today, educators can no longer,deny some children the opportunity
of a public' education, either on A.short term or permanent basis...
In summary, the law provide' several guidelines which must be complied

with. First of all, handicapped children must be placed in the least
restrictive alternative educational setting...removal from the
regular education environment occurs only when the nature or severity

of the handicap is such that education cannot. be achieyed satisfactorily
in a regular setting. Another campltanCe states that handicapped
children and their parents (guardians) are guaranteed procedural
safeguards inilecis,ions regarding identification, evaluation and
educational placement of handicapped children. A specific procedure

has been provided'which includes a written and oral notification
to Parents proposing a change in the /educational program of the child,
permission of the parents to do individual evaluation and- assessment,
periodic review of the educational placement, an impartial hearing
or staffing to include parent% and professional staff memberand
assignment of, I surrogate parent for childreA who are in need of one.

At

This reading included hearing:procedures in detail and guidelines
in the selection of heating officers. The"parent surrogate's role.is
also provided alpng with guidelinesas to the selection of the above'
and how it could be organized.

Dui process may produce many positive benefits some of which are:

Provides the parent with the opportunity for holding the
professional accountable.

Abeson, A., Bolic, N., & Hass, J. A primer on due process: Education

decisions for handicapped children. Exceptional Children, 1975,

42(2),43-74. (Summary)

-

4
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School personnel. can be open.and honest with 'the consumers of

their service.
.

/

Educators can provide. individually designed education progrdms_

with periodic review and reevaluation.

743
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REQUIRED READING

EDUCATIONAL USES OF TESTS WITH
DISADVANTAGED STUDENTS*

Backgiound information concerning the use ofpsychological ana
educational testing, -in particular intelligence tests and their
misuse, is presented: Also presented in, this reAding is an attempt -

to give several' definitions of intelligence and the shortcomings
41

°reach definition. A discussion is included _indicating why'there'
is confusion concerning the'proper category in which to place
certain tests: achievement or intelligence?

Following the.above; there is "discussion of test use and
misinterpretatiOn. Test misuse is.easier to correct than test
misinterpretation because avoiding misuse requires complete well-written
test manuals and test administrators sufficiently trained'and
disciplined to follow all instructions and guidelines. Test misinter-
pretation is a more difficult problem because it is compounded by
commonsense usage of trait name§ as All as by the old, well-esta0-
lished-professfOnal litefature. Education of test users is required.
Intelligence and other ability tests are useful to the extent
to which they and Correlated with socially relevant and important.
criteria, not whether or not they measure someone's conception of
'an innate capacity.

Evaluating the "fairness" of tests in use is another consideration
covered it this_reading. Three types of validity were discussed:
Content validity, construct validity and criterion-related validity
or predictive validity given tHe major emphasis. Predictive validity
is the extent to which test scores are related to a socially important
,criterion measure. In practice, the problet of assessing fairness
is impossible to attain. In essence, there are too many variables

Aattached to one person to be able Lo classify him/her in a particular
Ilgroup. If however, the criterion to be predicted is GPA in a regular
college program,' almost all of the research demonstrates that
standArdized tests are useful, both within and between grodps.,

*
Cleary, T.A., Humphreys, L.G., Kendrick, S.A., & Weeman, A.

Educational uses of tests with disadvantaged students. -

,American Psychologist, 1975, 30 (1), 15- 41. (Summary).

TD 111-13,
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Alternatives t6 commonly used intellectual tests are discussed

and grouped as follows:

procedures or measures other than tests;
tests of important qualities other than intelligence;
promising virients of commonly used intellectual tests; and
better use of existing tests bwmeans of new and betterdata.

Emphasis is given to the use of diagnostic testing to provide remedfil

education, as they are designed to identify the specific weakness
of the learner and suggest appropriate areas for'corrective efforts. IN
However, much criticism is directed toward diagnostic tests and must

be used with care. It appears that the most practibal would be to

start with surve ester Only students who are unable to demonstrate
adequate reading a ility or arithmetic ability on the survey tests

would be referred r diagnosis.

In conclusion, more and bettat data are recommended as one
of the most desirable elements in'a program concerned with better
and fairer use of tests.

PD 111-14
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REQUIRED READING

3

INSTRUCTIONAL` ALTERNATIVES FOR
EXCEPTIONAL CHILDREN*

Several Models/have been developed as'alternative programs
for handicapped children. Most of the centers have determined
their prowam emphasis through the assessment of priority needs
in their.geographic areas. .

The Stratistician Moder was developed at'Oe Rocky-Mountain
Center as a result of the conditions in the region served by the

Center. The strategy facilitates the development of special
education service, helps to prevent unessential labeling and
avoids the segregation of service for handicapped children. A
stratistician is a trained special educator who functions as a
teacher's resource on request and who collects data on the problems
of handicapped children in the classroom and on effective facilitation
strategies. Use of the- teacher resource model was based on two
main assumptions: all children can learn regardless of their hand-
icaps, And all teachers can perform more effectively. !

Much time was spent identifying the learning problems of
handicapped children in the classroom and developing a resource
system that would help teachers to solve the problems. The
prime target of the stratfstician is the classroom teacher. How
the model was set up, the duties of the stratisticians, and
the population they serviced was described in detail. The
stratisticians found that the teachers needed informal training
in classroom diagnosis and task analysis. The interventions most
often suggested and adapted included behavior modification
techniques and tutors. The use of resource aids, analysis and
modality change increased. This program by and large'was successful
and met the needd of the area for which is was developed,

Another alternative discussed was "yt Leaoni4 Problems
Approach to Teacher Educati9n" deyeloped by the University Of
Miami. A basic assumption bf the program is that the same

Deno, E. (Ed.). Instructional alternatives for exceptional
Children. Arlington VA: The Council for Exceptional Children,
1975. {Summary),

PD
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infOrmation processing functions are present in all children and .

consequently can be used as the basis of effective instruction.
The program was designed to train experienced regular-classroom
teachers to work with learning disabled children through a learning
problems approach. This approach is used to determine through
task analysis what it is that children need to know to succeed in
the schools as they are nay constituted, or basically individualizing
instruction. The theoretical framework of the ppgram was explained,
and how the teachers identified the child's strengths and,weakness
in his learning process. For the child, success must be the mode
rather than the exception. The training program reqUired of the -,
teachers was described along with their practicum experienCe. The

prograd had a positive impact oh local school systems and school
officials were very impressed with, it. The program is continuing
to grow and can be applied to diverse educational settings and
many types,of teacher.training programs.

Another instructional alternative covered in the reading was-
"An Introduction to a Regular Classroom Approach to Special
Education" which is a program designed to fit a statewide (Vermont)
)special edupation development plan. It is remarkable for the
degrep of collaboration it represents among the state and local
education agencies with the University and the program's strong'
commitment to evaluation of the services undertaken and the extent
to which funds have been coordihated to support the components. In

this program consulting teachers assist and train regular classroom
teachers to provide successful learning experiences fof children
eligible for special educational services. Regular class
placement for all children but the profoundly handicapped is
made possible by inservice training in applied-behavior analysis

sand individualized instruction. This article outlines the regular
(classroom, special education approach including the following areas:
the =dbl., the training of- consulting teachers, the inservice
training...a.---regular classroom teachers, examples of services to

the children, the implementation, of the approach in a school
district, support given by; the state, and an evaluation of the
approach to date with'an i dication of superintendents' appraisals.
In general it was felt tha as long as consulting teachers
cdntinued to provide classy m teachers with success, this approach"
would remain a real,and eff ctive alternative to special class
placement:

The "Diagnostic/Prescr
that was discussed in this
Washington, D.C. was respon
provides noncategorical pio
graduate apd graduate level
Preschool through secondary

ptive Teacher" was another alternative
eading. George Washington University,
ible for developing this program which
ebsional training at both the under-
for teachers preparing to work at

levels. The diagnostic/prescriptive
teacher is a specifically trained, school based, special educator.'

PD 111-16
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Basically this person serves as an educational diagnostician-
consultant to the regular class teacher in the development of
appropriate instructional and socialization experiences for
children who are viewed as posing problems in learning and/or
behavior. A major objective of the program is the concommitant
reduction in the negative differentiation and exclusion of
children from the regular class environment. The use of categor-
ical labels is rejected both in theory and practice in this
ptogram. A discussion of the training program for diagnostic/
prescriptive teachers was.includedalong witty hoW the, model
works, e.g., the referral 'system used, evaluation-and so forth.
Support,for this program has been very favorable from school
administrators and professionals to parents and students. Expansion
of this program was also discussed along with some of t1je factors
that tend to inhibit the program's growth, and possible ways
to overcome this.

The last model discussed in this reading -was "The University'
of Connecticut'S Classroom Specialist Model." It, is basically
a program for trilling personnel to help regular class teachers
develop the skills needed to work with handicapped children within
their own classroom. The idea was originally,conceptualized
by Dr. Stephen Lilly and enlarged upon by Stan and Wilma Shaw in
their article "The Inservice Experience Plan: Changing the Bath
Without Losing the Baby." Shaw felt thit "current alternatives"
(1972)--special class settings, remedial services, resource
facilities, diagnostic-prescriptive services ar a combination of
these--share two opdtational characteristics that make it improbable
that they will prevent learning failure. First, each removes the
mildly handicapped child from the regulat classroom for all or
part-of the day, thus the clasroom teacher is encouraged.to
relinquIsh di;ect responsibility for the child's-learning. Lastly,
the major objective of each is direct service to the child, an
emphasis that does not encourage change in the classroom teachWs
training behaviors and fosters dependence on special service
education. Current thinking in education reflects a "continued
support" model rather than a "restoration, to normalcy" modele,
,Much discussion in the reading was given to implementing .this.
strategy, administration, the roles of various piofessionals,
competencies, inservice training and opening 'tactics. The
benefits of a program like this are not limited to handicapped
children alonei-but are evident throughout the entire range of
individual learning differences.

PD 111-17



REQUIRED READING

EVALUATING CHILDREN FOR
INSTRUCTIONAL PURPOSES*.

4

To ensure the most successful instruction of children with
learning disabilities, the teacher must have considerable under
standing-of each.pupil's psychoeducational strengths ald weaknesses.
A'total evaluation of the child is discussed using formal standard-

ized tests and Informal tests and observations to determine what

was best for the child in question. If assessment results tlat

are meaningful-tor school-use are to evolve from the total evaluation,

the teachers and others charged with the diagnostic function must
recognize that instruction and 'evaluation are not separate worlds.

In_general, an attempt is made in.formal evaluation to assess
Many areas of mental functioning, including intelligence, language,
academic achievement, speech, perceptual -motor skills and social.- , 41

emotional development. From thip an individual progranishould ,/

be able to be prescribed for thechild, along with informal tests ,

and observations from the regUlar teacher. However, therp are

several specific limitations of fOrmal testing which are also

discussed in the reading.

An optiMal procedure fo? use in the publicschools has been

described. This process is characterized by its. heavy educational

orientation, reliince upon informal assessment techniques, and ,

recognition of the teacher as a partner in the diagnostic decisid4-

making phase of the evaluation. However, /laic changes sho' d,be'

made in present school policies,and pers 1 thinkiog before

. program can_be implemented.

oe

Hamill, D.D. Evaluating children for initructional purposes,
Academic Therapy, 1971, 6 (4), 341-353.

'
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PSYCHOLObICAL EVALUATION OF.EXCEPTIONAL
CHILDREN: OLD HANGUrS IN NEW DIRECTIONS*

4

wt
411

. :: 41

f 1
0 .

The school psychologist's gnostic contribution is limited

to often providing mere confirmation of,%rail-ler than insigh0;into,

the proPlem fOr which a child is referrq. Tests Used byllogchool

asythologists were developed, for the-most part,to-give a global

Agssessment of a child's ability, and results are isually expressed
in a single unitary sore. This does not pioVide direction in

,.- 10 olving the pioblem. Process data arejegitimate and irportant

iT
dditions'to diegnosks, but,the.question to be asked is not just'

.Ow much" but also "How "? Children are different, yet-etandardized
psychological tests form t'he b4is'for-major decisions, to children's

A

'e4ucatidnalrlacement and classroom _

IX is the special education teacher'sreSponsibility to',
maxitize the child'S mastery of schoca tasks by providing a variety .,

of possible ways to reach a learning goal. The-psychologist's
.

-responsibility ls to provide the teacher with informatioallich

ca be used a e&sifor a,positive match between .child and method

conclu ion;tit seems reai,onabIe.thst a somewhat .diffei"ght

model o 1 psychology be,a0opted if services: exceptional

..4chilften are to be effective. A broader viewlof M7choeducational
.

.evaluation may allow galore productive use of the school psychologist's

services. /
-r-

0,.

.

I

.

4

. .

Keothe B. Psychological evaluatioM of exceptionalNchildr.gn:

,Oldhangup's and new directions.' Journal of.School PsychologSr,

1972; gLY2),-142-144. (Summary) $
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kEdbIRED READING

6

TH SOTA CHILD SliflY SYSTEMt

N
e pupose,of this reading was to describe the,

syst , its goals Arid how it works, It is a syste

structure which'is.chfld-centered and is directed
aaa'meeting the416ati al needi of the child in
that the child' d pa t's rights are upheld wit

dignity.

"a.

childsiudy_
is organized
rd identifying,
a wt,'
espect and

0

tr The system entails the concept of team functioning, and it
(

attempts to utiLize*the skills of-apecialists ia solving educational

problems. THe child study system also attempts to normalize,

as much as poagible, the educational experiences of children by

'maintaining them as clash' to mainstream as possible."Mis Jnvblves

a close interaction between regular and special' education, Asgt

will-hopefully 'be .the `vehicle for indiliadualizing instruction.
students not just ih handicapped.

4.1

r

Thissy stem is very adaptiva to local districts- and shold
reflect the needs Of the local students- -the more local input,'

the more it is.designed to meet local community.needs. Child

stud* systems can take on ;many shapes and fortes but will have

four. things in common:

.._ an effective method of'indentifying4and meting he needs
.., ,

.

.
. . children; . m . .

. A, ..

., ov An effective method oilvaing'humpm rest:stooges to them-est-
, ,

advantage od t*gitild;.,
a systemafTc structure, to meet legal and regulatory rediltements; and

establish effective communication between regular ad s gcfa

--N04..-4 edUcationvbetween educktion.and,conaumer. .

of 117

*)*

_.,..

,-

This'reading goes on :to explain in detail gevetaf area 'of ' ,..

.
the child study system which an be adapted to any school;d trict's '

needs: child study ystem subdivisions; human resources subd visione,4'.'

,and -a-list of hand upped persons:So be'inclUded mid varion\_

-''L.----.
,

. 0

41
Aarfinson,

.

G.
.

The-Minnesota child study system., A
.

pal)er. prepared

for the University of Minnesota, Minneapolis, L974. *lb

4
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cooperative referral agencies and-community resources available to

help in this task. Much attention was also .given,to the identification

'and screening process to determine individual educational needs

of handicapped children. , ,

*
,

This reading also listed and explained some of the categories

of eXceptional children set up by the Stlateof Minnesota:

. .

special learning and behavior prOblems,
educable mentally retarded;
trainable mentally retarded,

'physically handicapped, '.
hearing impaired,
visually impaired, .

multiply.handicapped,and
speech..

-

2

, The component of staffing in the child study system is-the
vehicle for bringing together all other components o the child

study system. A multidisciplinary team approach s used for

decision Making. The possible personnel involve was listed, along

with their various, roles, and procedures for maki educat

.decisiRns.
4,

_Categorical criteria for placement:and the level of service

needed to maximize educailorial oPporunity and growth for handicapped,

children are impottant the child study syitem. Legal factors,

were discussed as proiraf

Ise
determipation and placement must also

consider,parental,rights to dme process.

A :

In summary child study systeme must be fliid and constantly

,

;hanging to meet 4.t.needs of today's society and'to improve
servicis and responsibility to all handicapped individuals and -4

their parents.

c
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REQUIRED READING

TRLNDS. IN SPECIAL EDUCATION: *
' IMPLICATIONS POP MEASUREMENT

_ _

Readers should be aware of the great changes_in all education,
both special and, regular, ,which requires a set of related changes

in the systeiss of measurement vhidh are used in the sdhooli
Historically,_ special education has been a party' to the predictioh-,
orientation and rejection process. CUsrently,e\thes.5ourts have -

'insisted that schools shall not reject any chili!, -and that they
provide an appropriate education' for etch child as an individual.

.
'

,A brief background of spedial education ig included -along
-with present practices and trends-in this reading: .Instead

institutionallyoriented procedures that. were uged in the peat,
there is a need to yrn to approaches that enhanceA.ndividual .

development, i.e., aptitude-treattent interactions, domain-and
criterion-referenced testing'.and to concepti 'procedups of
"rate" assessment. A good-school the'one chat can gre ate
its microlevel decisions and sar intruW:tMat it serves the
children--each of themequally, 4.64.tvidttally and well. .

4

4

Reynolds, N.C. rends in special° educaliotthImplfseticiins for
measurement. In W. !lively & M.C. Reynolds (Eds.). , D n-
referenced testing in special education.. Reston, VA
COuncil 'for Exceptional Children', 1975, (Summary)
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REQUIRED READING

0

CONFekTATION: SPECIAL EDWCAT/ON
PLACEMENT AND T$E LAW*

Recently, suits have been brought against public schools for
placing certain children-in special classes for the educable mentally
-retarded. Through the courts parents are challenging the adminfstration
,and use of standardized tests,'placement procedures, and the effec-
tiveness and the harmful impact of special class programing. Special

educators are urged to initiate immediate reform in testj.ng and
`placementprotedures or there is-a likelihood that changes will be
imposed by the courts. The possibility of punitive damages may
stimulate these changes.

Who will direct educational changes .and refotm, judges or
.educators? Edugators have-an opportunity to leacrin the change,
rather.than have it imposed. Each educator must decide whether sh.e/
he. will continue dealing with the symptoms or, start working. on

the cause.
.4-

t,

C

II

.1

f

/Th.

Rod*, S., DeYoung, H., & Cohen, J. Confrontation: Special ed4cation
placement' and the law. Exceptional Children X471, 38, 5-:12.
(Summary)
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REWIRED- READING

IDENTIFICATION OF HANDICAPPED'CHILDREN AND
THE CLASSROOM TEACHER*

;

Traditionally, the developmlyt of special educational progiams

has been based upon the assumption that the problems to be dealt

with--i.e., learning disability, hyperactivity or mental retarda-

tion--are problems inherene in the. child and relatively independent

of the school settings in which they occur.

In a study conducted to determine the numbers of children-who

weseexperiencing diicdlty with the regular school'curriculum as

to have necessitated special actions, it was reported that the total

number of children who had receiTed special services or had been'

identified as showing some type of behavior problem was 41 percent

of the total study populati9n. Because of this, it is appatent that

identifitation of children as "handicapped" or "in need of pecial

education" is intertwined with the expectations and resources of

the regular classroom envirorlbent,

Through an extensive study of the literature, the findings

revealed in this reading strongly suggest thgt a far higher propor-

tion of school childfen fall beyond the boundaries of what would'be

termed "acceptable' school achievement and behavior. If such is

indeed the case, it is the r9sponsibflity of the total educational

enterprise involving teachers, administrators, specialists and Con-.

,,sultants to contribute to the development of an educational system

that is richer in strategies and programs for all children.

Rubin, R.A. ntitication of handicapped children and the class -

roap teac .
In,R.A.Johnson, R.F. Weatherman, & A.M. Rehman,

,Leadership series in special education: Handicapped youth and

the mainstream educator bVol. IV). Minneapolis: University

of pinnesota, 1975.

PD III-29'
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'DATE

Complete this evaluation form, based on the exercise(s) you have listed

belly and return it with your assignment foethia section. An envelope

is provided.

OBJECTIVE TITLE

EXERCISE NUMBERS)

EXERCISE.PAGE-NUMBER(S)

COURSE MATERIAL - Circle the responie indicating your level of agree-

ment with each. statement.

1. The course material is well
Organized and developed in
coherent sequende.

2. The length and scope of the
course material was adequate.

3. Th,,Gourse material clearly
coilveyed abstract concepts

and theories.

4. Basically, the course, material
provided me with learning and
leaning tools which were 'new

to me. .

44,

5.. The'style of writing was clear,
concise and interesting.

6. The course material provided
pe with activities which were
practical and not make work
.activities.

7. The course material is
closely related to the
objectives.

717

3 4 5,

1 2 3 4 .5,

'''l 4 , 5

I

1" 2 3 .4 5
q

,....

L 2 3' 4 5

.1 2 3 4

...,

1 2 . -3- ,

,
'4 -5,1*,

4



J

tiY

8. What would you do to improVe this course material?
.

II. 'IMIUELFW)TWIS

a

I

1. Which reading in the lesson did you find most helpful? (Indicate

by author and title or by number of reading) Hrw were they

helpful? (A few words, such as "background', Or "understanding"

will be sufficient)

2. List any of the readings that were not useful to you and tell
why they did not meet your needs (The title after the appropriate
word will be sufficient):

Nothing new:

Inaccurate:

Redundant:

.Hard to Read.:

Bk.& to Understand:

3. Put a check in the proper space. I would recorocnd:

. X) more or other required readings

B) fewer or other required rcadinr,s

C) no chnrge in the required Tendinps

S



4. ,Would you prefer an assigned text(s)?,,

A) Yes

IS) No

If yes, can you suggest, any?

III. WRITTEN ASSIGNMENT - Circle she response indicating your level of

agreement with each statement.

1. The assignment was clearly and

unambiguously stated.

2. The length of time required to
complete the written 'assignment

was reasonable

3. The written assignment, really
gave me an opportunity to
show what I had learned.

4. The written
a make work
something It

.S. What*Would
lesson?

assignment was not.
activity, it was
presently do.

t 4

p -

3 4 6

1 2 3 4 5

3. 2 3 4 5

1 2 3 4 5

you do to.improve the written assignments for this
'4

6. Were other materials required, in addition to those provided, for
completion of the exercises? If yes, please list them.
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PREFACE

11*

PROGRO1 DENELOPMENT is one of the three courses in the Special '

Education Administrator Training Program. The training wis,developed
V as part of a three-year project, and this is the first apPlication

of the competency-based education model. It is designed so' that
revisions can be made according to objectives and the instructional
needs of the participants. The student, course author and pre/post

"test assessments will contribute to the evaluation of this material.
_._

The competency areas for the program development course were
144irically derived from the job of the -special education administrator.
Although additional Competencies may be needed in a -s ecific position,
the following areas were determined essential for y performance on
the job:

Special Zduceioh Philosophy
Organizing for Planning and Administration
Decision System for ,Referral anintetement
Assessment of,Program Needs
Program Design/

Implementation of Programs
Zvajuation of Program Data

Each of the above has been independently deaigntd so that the
program development course can be tailored to meet your needs. In
addition, the competency areas contain the necessary materials for
instruction--including course author material, written questions,
evaluation, sample forms, and required readings.

Any questions you have or prableits you encounter with the
A

instructional material should be discussed with the field consultant.
#1biswill facilitate_ your learning and provide input for modifying
the instruction to better meet your, needs_as a special education
administrator.

722
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ASA SidENT OF PROGRAM WEED.S

1/41

INTRODUCTION

4,

41.

A

a 1

ti-

4, L W. ,i, ,

4110

4 hibassessment of need or "needs assessment 11 can be conducted
at any, one of several levels"within special education-organilations

_and,can he_s-point in-time assessmant-O'e-an ongiAng-pkicess.'Needs
.

of individual handicappQd students,for example, may 'ke assessed ,

through a child study or individual prograth plannlig system. Data '

on the needs of several handicapEed children may be,egtOegated for'.
,.,. .7 er

a classroom, a tottil school, or £ school dietriAtfto estimate pro- ) -

gram needs. In addition, data on the opinions; -ittitudeS, perfor-
mance, and hAground of staff,tizell as data on pffectiteness- rat

,
.-''

of prbcesses and procedures can a be considered- needs asshssment%

datrif the of collecting the data isetojlesign m4re'

6

0 gs

effective, ways of meeting ctient needs,

44,

..-
,

. Actually, a needs assessment is essentially an.earcisi in' .,

discripancy evaluation; and, in this'sense., is highlfirrelated-nat
only to referral andplacemdnt, but is also related to district -I

.

0411.14sophy and evaluation procedura:. If fox 4xample, as a part ,-
oflitated, glilosopily, one indicates a desire to min size labeling V '

.

and4lassification of children,.then an' assessment of the d ree
0,

to which children are being labeled and categoricall ified

elcag.be cons -either a.needs assessment or an.ev uaiion ques-'

vtion. If ordif:dassessing the degree to which preexisting indi-, -40-'-
:

$idiial:atudent or organizational goals and objectives have en -

met (expectation minus outcome equals discrepancy or additionit

,

need }, this is likely to be an evaluatipn competency activity and
.,' is likely to-beparlkof an -ongoing evaluation of the degree to

which goals and objectives, have been met. 0n the'other hand, if
in the unlikely.event there are, no stated goals or objectives, for,

the organizatiolor for an individ l student,, or if additional

.
or new goals appear to be needed, t naan attempt tO gather data

, tb determine need and- tb establish alp andoljecstiires is,Consid- .-

...... i 4 .ark.d.aneedi AssessMent.activity: . __- -,

fi

k,

, 11.k

4
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'1

evaluation;
.

While the distinction between needy assessment anda
May not be,tbiat imOrtant, needs,assessment activities are likely

tio be poinr,in-time,special Worts (an assessment of all children

in the district with autistic -like behaviors to-determine resource

needs before the March 15 budget meeting), and evaluation activities
, part of ah'ongoingprocess (monthly data gathering tOganalyze

---geferra1

. .
.,

,
In essence, then; 4atalrom needs assessment

amsidall used to establish' oals and objectives,
the proFess utilized to determine'lhe degree to

anobActives have been met.. . ,
t O.

OrganizatioAal level needs assessmen
a combination of reviewi of existing dat

through formal structured team.raviews
/..

0

actiyities'are,
andevaluation is

wtt1ch stated goals

-

e conducted. through

., state reports),
erviews, and /or

through.adminintration of opinionaires OF questionnairee. The

type of.instrumptatir or process utiliied,"the populations 'Air-

and the time expended will beidetermined by the purpose of

the particular needs assessment. If on, is condulting a district -

-,wide needs assessment with the purpose of redirecting-total organi-

t be considered:

administration, instruc-
students and citizens

zational effort, the fAlowing steps mig

A41 significant actors,, including th

tional staff, regionAl,consultantr, parents
shOuldte involved in some meaningful way. . . +

' The needs assessment shoUld examinefand.considerthe education/IL

philobop0 and policies of the district /cooperative, particularly

, as they relate to stated philosophy and to statutes and requirenitntts

of the 'State Department'of Educatinh. ,
- Needs assessment 'instruments should be, developed suitable to

th4kind of informaiion4ought, with methods designed and employed

. that are appropriate for 'the task. *, :

Baselineadata should be obtainedtblcH should include data on

.

previous and present effectiveness of programming. StateAeports,.

, indi/idual programTplins, questionnaire data and other souLmay

-- be used. . _
* -

t

_

Needs,aisessment results stwuld- be analyzed. and, conclusions
t ahed basedon the-needs.issesbqent data. *

,

.- Goals and objectives should be formulated based on the tinaiisis

pf the needs assessment data.

B. REVIEW OF MATERIAL °

The purpose of this.ohjective 40 for participants to develop-

the ability to assess service :ancl_program needs and to eatablish

priotity among various;needa. .
-/

pri IV 2
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In order to accomplish.the:Above goal, this competency area
will aid in the following.:

to review -and analyze variciesmodels and methods for\conducting'
a client-based assessmentor program and service needs; )

to select and/ot develop a program needs.asseSsmentmodel and -
.adapt' that model to local 'Reds;

a to share the proposed nerds assessment model with 'others in
the internal speilal educatiokleadership structure; in the regional/
state special education leaderShip Structur4 in parent / consumer
organizations, a*Aith.principals;

to reuse, asa-Pftopriatel,, the propebe d needs assessment model
based on input from others;

to.5-gain approval of thesuperordinate administrator for imple-'
mentation of the needs asse*Sent process as revised; ,

to conduit the program needs-assessment;.
to analyze needs assessment and. other available data on program

needs, and,to'identify clearly, needs op'i priority basis;
to share the priority list of needs with others in the internal

special education leadership structure, in the TegionAtistate special
education leadership structure, An parent/consumer organizationsi
and with principals; ,

to revise, as appropriate, the priority list of needs based on
input from others; and,

to secure approval from superordinate administrators to develop,
program prospecti for priority programs and serviees, andto develop
budget'requests.

. a

Also included in thecompetency area is a written assignment,
required readings, recommended reading list and an .evaluation..

hitITTEN ASS ICitiENT

1. Design a needs assessment step-by-step procesi for assess-
ing the special education service needs in any elementary.
or se94arylmchool of your choice, and develop attleast
one data gathering instrument or form related to this task.

.

2. Develop a needs-assessment form to determine how many
teachers in each school would participate in alternative
inservice training programs; for increasing their skills.
in working with chLldren who have special needs.

PD 1V-3
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REQUIRED READINGS
s

1. Abeson, A. Recent developments in t he courts.-

' Johnson, J.C. Gross & R.F. Weatherman-(Eds.),' Leadership, .

series in special education: The right to an educaelqn-

mandate,(Vol.I.II).. 'Minneapolis: University,ofMArip6ota,'

1974. r' -

r
: ,/ , -- ._

2% Kelly, E.J. Parental roles in special educationAp ogram-

ming--a brief 'for involvement. Journal of Speci01 Education,

1973, 7(4), 357-364. .

,
3.. Melcher,. J.W. Some questions from a school administrator.

Exceptional Children, 1972; 38, 547-55k. ,--
e .4

., ' ' ' .

. .

,4. Mercer: J:R. Crosscultural evaluation of exceptionality.

In E.L..MeSren, G.A._Vergason & R.J. Whelan, Alternatives

for telEhiniexceptional children. Dehver:- Love Publish-

.
wing Co. 1975.

. .

5. O'Leary, K.D. Behavioral assessment:. An observatfonai, 'AW

' s/ant. In' R.A.' Weinberg &,F.H.'wood (Eds.)., Observation :

of pupils and teachers in mainstreak an&special educe-
tion settings: Alternative Strategies.. Minneapolis:

University of itineesotai 1975:

6. Semmel, & Thiagarhjan, Observation systems 'and,

the special education teacher. InrE.L-. Meyen, p.A. Verga-

son & R.J. Whelan, Alternatives for teaching exceptional

"children, Denver: Love Publishing Co., 1975..

a

s
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.' 126'

r



G.

S.

.44

REQU I RD READINGS

vyi
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REQUIRED READING

A

I

(See Supplemental Hadbooks for this requirement.)

Johnson,.R.A.,'Gross, )lt., 6/WeathetIman, R.F. (Eris:). Leadership '1

series in sRecial educat on: The right to an education mandate
(Vol. III). Minneapolis: University of Minnesota, 1974. ,

Recent Developments in the Courts --A. Abeson, pp. 69-80.

s

*IL

73
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REQJIRED READING. 16.

.PARENTAL ROLES IN SPECIAL EDUCATION PROGRAMMING-- r

io(-4 BRIEF FOR INVOLVEMENT* 1

/Parental involvement is a necessary prerequisite to effec)ive
instruction in both general and special education; Parents are an
iaportant resource to benefit-children; irprogram goals are to be
realized, parents mutt-be extensively and constructively involved.
Education is a parental responsibility; shi!fking this responsibility
jeopardizes theveducational future of the children by, affecting
their attitude.toward.the educationeAdl)rocets.

-;

While mAny'educators continue to disparage involvement in both
contextsift growing consensus favors it variety of active home/social-

working relationships. In speclaireducation, such a trend empliasizes
the importance of parents in the program efforts, the present program
growth has been a result of parental influence on public palicy-and

legislation.

O
6

E.J. Parental roles in special education programming=-a brief

for involveMent. Journal ofSpecialEducation, 1373, 7(4),
357-364. (Summary)

ItD IV-9 .731
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REWIRE) READING

WM.

OP

SOME QUESTIONS FROM A SCHOOL ADMINISTRATOR*.

Special education needs a system which_covers all aspects of

interprofessional and interagency relationships. What is \eft to
do is to create models of progrgamming that stem from the current

and iong-rterm needs of the chirdren. A major 4trust of special
education is to normalize educating the handicapped, althoUgh there
is an organized-force_ reactingin the,opposite direction;- and,
teachers are using personal And collective bargaining powers to
prevent_the integration process.

3

A similar problem of noninvolveient exists with the school
priStipalscertification requirements do not include. special edu-
ear-JOS:courses:- .Today's special education scene needs a collective
effort amalgamating many elements thit comiiise a program into a

"homogenized" or "broad spectrum" system. Special education must

become more viable and willing to adapt, and must be willing to

negotiate its contritutions with other educational enterprises.

4

*
Melcher, J.W. Some questions from a school rator: Excep -

tioSal Children, 1972, 38, 547-551. ummary)

PD IV-11
s
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REQUIRED READING

CioSSCULTURAL EVALUATION OF EXCEPTIONALITY*

I

Using_special inveptorlesto asstre'conslderation of informatio
relevant to a child's backgroUnd, the multicultural pluralistic assess-
ment system departs from reliance on intelligence keditWand focuses,.-

on the child and his/her social situation, This) system requires

securing Information from two sources, the child's mother or primary

caretaker, and the child.

In. pluralistic aAsessment, the sociocultural milieu is identified

in which each child is being socialized. To detelmine-arprognosis,

,a child's perfqrmance Is compared with sociocultural norms for 'the

standard, individual intelligence tests and the adaptive behavior
inventory for children .(ABIC) along'with examining the-following:

health history,
impairment inventory, and
motor- coordination screening.

The educational.program,is designed in accordance with the degree

of performance of a child's standard and sociocultural norms. Thus,

pluralistic assessment would disiaInguish between individual subnorMality

and-cultural difference, alleviating "e monoculture' biases resulting
from exclusive reliance_onstandard, prognostic terms.

4

Mercer Crosecultural evaluation. of exceptionality. In E.L.

Meyen, G.A. Vergason &I.J. Whelan (Eds.), Alternatives for

teAc%ing exceptional children. Denver: Love Publishing Co.,

----/975. <SuAmary)-

7
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REWIRED READING,

.4

5

BEHAVIORAL ASSESSMENT: AN OBSERVATIONAL-SpANT*
9r.

The rationale fOr using observatiopal systems in behavior is
generally straightforWard: to provide some objective evaluation of.
the behavior to be changed. Specific observation syitems are often
related to the general model of treatment or change. The observa-
tion ayitem used in the behavioral model is no e*ception. Most
observation systems are designed to evaluate one or two critical
problems; these behaviors are deemed "target" or critical behaViors

- and changing these becomes the treatment focus.

Future directions for behaVioral assessment should include
observations of positive-behaviors, because these behaviors can be
affected by treatment,and are often incompatible with disruptive

behaviors. While the.observational method is not without probes, - -_

it will probably be seen as one among a variety of techniques avail-
'able to tehavior-modifiers for obtainini important classroom data in ,

the evaluation of any program.
414

*
O'Leary,. Behavioral assessment: An observational Slant. In

R.A. Weinberg & F.H. Wood (Eds.), Observation of pupils and
teachers in mainstream and special education settings: Alterni-

-tive strategies. University of Minnesota, 1975.

(Summary)

734
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REQUIRED READING
I

OBSERVATION SY4TEMBrAND THE SPECIAL EDUCATION TEACiHER*

For a teacher to be effective ag &facilitator of pupil perfor-
mance or behavior change; a procedure to determine present pupil
efforts must be devised and implemented. Effective teachers display
many competencies enabling pupils to progress toward relevant social
and adademic behaviors." Precise observation, plus actions based
upon them, eliminAtes redundant, inappropriate, and ineffective
planning and implementation of learning programs. Mostobservation
systems are content free and do not imply yalue judgments. Many

systems were originally designed as research instruments for study-
ing teacher behavior, but are now used in training and supervising
teachers.

The focus has gradually shifted from the-teacher to the student,'
and the teacher sets goals in terms of student behaviors_ which he/she

elicits. The use of observation systems for self-development and
exploration his to be actively experimented upon by the teacher:
The mere use of observation systems will not make better teachers;
however, the systems prole powerful and neutral tools for helping
teachers reach goals of more effective instruction of exceptional.

children.

SemmeL, & Thiagaralan, S. Observational systems and the
special education teacher. Ih E.L. Meyen,AO.A. Vergason &

R-.3; Whelan feds-.), Alternatives -fat-- teaL. ng except ona

children. -Denver: Love Publishing Co., 1975. (Summary)

PD IV-17
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or,

, -- .

Abeson, A. Recent developments in. the courts. In R.A. Johnson,
J.C. Grose & R.F. Weatherman (Eds.), Leadership series in

special education: The right to an education mandate (Vol.
III). Minneapolis:4rUniversity of Minnesota, 1974.,

lly,
.

E.J. Parental roles in special education programning--a

brief for involvement. Journal of Special Education, -1973,
7(4), 357-364.

Meldher, J.W. Soma:questions from a.school administrator. Excep-
. ,tional Children, 1972, 38, 547-551.

Mercer, J.R. Crosscultual evaluation of exceptionality. In E.L.,
Mayen, G.A. Vergason & R.J. Whelan, Alternatives for teaching
exceptional-children. Denver: Love Publishing Co., 1975.

O'Leary,'K.D. Behaviofal assessment: An observational plant. in
_A.A. Weinberg & F.H. Wood (Eds.), Observation.of phpils and
teachers inimainstreaM and special education settings: ''Alter-
native strategies. Minneapolis: University' of Minnesota,

1975. ,

Semmel, & Thiagarajan,;S. Observation systems and the special

education teacher. In E.L. Meyen, G.A. Vergason & R.J. Whelan,
Alternatives for teaching exceptional childrip. Denver: Love

ing Co., 1%75.,

4. .

4
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EYAUJAT I ,

DATE

Complete this, evaluation form based on the exerCiSe(s) you have listed

below and return it with youroassignment for thi0qbtion. An eh/elope

is provided.
,f

OBJECTIVE TITLE

,'i

EXERCISE -0NUMBER(S) .)1+

EXERCISE PAGE NUMBERS)

I. COURSE MATERIAL - Circle the response indicating your level of agree-

ment with each statement.

1. The course material is well
Organized and developed in

coherent sequence.

.

2. The length and scope of the
curse material was adequate.

3. The course material clearly .

conveyed abstract concepts.

and theories.'

4: Basically, the course matefill
provided .me with learning and

learning tools-which wereriew",

to me.

5. The style of writing was clear,

concise and interesting.

6. The course material provided

me with activities which were

practical and not make work

Activities.

7. The course material is
closely related to-the

objettivcs.

737

,

1 2. 3 4 5
.

.

1 2 3 4 5

*
...

.

5 ,



,8. ialaewould yondo.to
2

'
e

II. REQUIRED READINGS

0

improve this course 14011141? t.

4

,

t

a

. I

.

1. Whiehteadidg in the,lesson did you find most helpfnl?"(Indicate.
)4, aUthorand title or by number of ,reading) RoW were they

helpful? ...(A few words; suellas "background" or "underitanding"

will be sufficient)

*1#

.

V

j. : , - ta,C.. 91-2, 1,1 9., 1. 13 ,,1A A 2 2,1

2.-- List any ,cif the readings that were not_jiseiui to you and tell-

4 why they,, did riot meet your needs (The title after the appropriate

or4 will lie sufficient)":
,

0

4othing new:

inaccurate;

"12.eduncra,44

Hard to Read:

:Hard to Understand:

N
Put n afieck in the proper spac , Would

11 or other required ,readings

B) fewer or
.

other required readings

. ; % .

.

N , C) no.ehange in ehe requiredreadings
. .

c, '

.

a

recommend:

r

I.

f .

ea



/ .

Would yoi.a.pr6tei7an assigne ex;(8)?

111

4

A) Yes

' B) No )710
0

1'6-If yes, can yoU.suggest any,?

4

ti

4

4

intITTEN, -4SSIGXMENT - Cirele the, response indicating your level of

agreement with eabh 'et4tement.
g'y

eb4' 60

-

e" assignmeat was clearly and

ambiguoUsly stated.

e -length, of time ;equired to

complete the written assignmeNtb.

Was reasonable

3. 1113e writtizi assignment really
lave mean opportunity to
show what I had learned.

ra
4 ,

.* '.411'''"Iithrirrit ten assignment was not

a Wake work activity, 'it was

.sipmething I pqsently do.,
,

1.

1

1

2

2

_

2

,
3

3

.

.

,

4

,
4

5'

5"

,5

-

What would youdo to improve the written assignments for this -

lesson? -

4,

.....

,
. , ... . . ,

6.
r Were other materials required, in addition to thole provided, for

completion .of the exereisea? If" yes, please list them. , .

. 4 .u.4. ...

739.

a

1,
41.
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ra

PROGRAM DEVELOPMENT is:pne of the three courses in the Special
Educatiqn Administrator ;raining Prograti. The gaining wasdeveloped
as part of a' three -year project, and this is the'first application'
of theNkompetency-based education model.' It is designed so that
revisions can be made according to obiectived-And)the instructional
needs" of the-participants, The student', 'course auts-Hdr and pre/post.

test assessments'srill, contribute tothe evaluation pfthiS material.

14 competency
.empirically derived'
Although additional
the'following areas
the job:

- ,
areas for the progxam.development%course were
from 'the job of the specJal education administrator,
coMpetenies may be=needed-iva specific position,
were determined-essential..foryour performance on

. '1...
.

Special Eduqaticla Philosophy_ '-
6

Organizing for Planning and Administration

4
4, , Decisipn System for Refe*r61 apd Placement

As.seisment of

g
Program Ieeds

-_-,

...Ni
:- -Pthram "Dezgn : , .._Ir 1,- . - --. ---- , y . I),, .J1+ l'j . }C . ly ,, > ,.. . T. , 37.. 7, 1,. IT/ . ....."} y 1..t1,, -} L ,

\
Evaluatiirof Program Data f

:- - .-.."

',.

11

I', aqh of the above.has'been independently designed* that-:the
program'development course can be taildre0 to meet your need's. In,

addition, Che'comietancy areas contain{ the necessary materials fo'f
-

.7 .4. -.. instruction including.course'author material;owOtttn questdona,
evaluation, sample forms,4ftr required readings.

' ,Any,Ruestions you have or pebblems-Yo.0 c:neopter withthe
instructional, 'material. should be'disctrssed wit the Meld consultant.
This w".j.11 fatilitate your.lea,rAing and:proyide input+fcer modifying'. . .

, the inrieructipn:to better meet your needs as A speciil eacatibn-
admifiistrator.

. ,

-, ,.
.

,
A

e1-

,-

.7,1r,.
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PRO.GRAM DESIGN

A. 11PRODUCTION

A major predidtor of a quality special education program is
the rigorousness of the program design process and the comprehen-
siveness of the progism modeler blueprintl Major variables,
criteria for judging the quality of a program model, and a sug-
geste0 taxonoiy for communicating about program models are all
dismissed'in45ohason(1975). The trainee should also be aware

of,the importance of developing and foalowincSame defined prods
through...which programs,not previously validated or field tested

can be developed and validated. An outline of brq such process

follows:-

A GENERIC MODEL DEVELOPMENT PROCESS
(R.. Johnsoh, Unpublished Manuscript)

1.. Ideational Stage
a% Develop premises

4
Validate'premises,
l) Experts in the field
(2) State Department and regiona4 consultants
(3) Internal management team"fOr special'eaucation

(.4) Citizens advisory commitptee
(5) Principaisand other adMinistrators
(6) Parents and others as,appropriate
Develop broad statement'of purpqae from premises

d. Establish criteria for'an operational system designed

%
achieve se ,

,to ach the overall purpose

e. 'Identify/evaluate. eSist.ing systems, if any, for
. ,

achietidng the stated tiroad purposes

f. Design a,prelindnary model based on c, d, and e

above' 0

"1 4
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4

Face-validate model for relationship to statement
of purpose and criteria, utility for field applica-
tion, and clarity of organization and description
(1) Experts in the Yield

(2) State Department and regional consultants
(3) Internal mapagement team for special education
(4) Citizens advisory committee
(5) Principal' and other adninistratOrs
(6) Parents, and others as appropriate

2.44Field Test Stage
. a. DevelOp evaluation design
b. Select pilot field application sites elementary and/or

secondary school(s)
c. Train lite personnel in proposed model
d. ImplenAnt model at field sites for a define* time
e. Evaluate implementation experience
f. Modify model as appropriate and necessary based on

the evaluation
g. Recycle once (Stage 2, Steps a-f)--optional qtep contin-

gent on extent of modifications required by Step f
h. Develop final operational model

3. Application Stage
a. Establish system-wide ipbdel adoption schedule
b. Package model and training resources in vendable form
c. Develop Rublic/professional/consumer information and

dissemination system for_creating knowledge and

d. Organize technical assistance resources as necessary
- to assist schools and other service facilities as

necessary with training and with model implementation
e. Implement information/dissemination system
f. Provide technical assistance as requested
g. Evaluate model implementation process
h. Revise model and/or technical assistance system as

1appropriate and necessary
i. Recycle Stage 2; Steps a-h as neces sary

B. REVIEW OF MATERIAL

The purpose of this objective is for the trainee to develop
the ability to select froArexisting models or to design services and
programs for the designated target population(s) as indicated by
nefds assessment and other data.

In order to accomplish the above goal, this competency area
will aid the trainee in the following:

ath
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to review and/or analyze various similar services and/ar
.programS, and to (based on this review and other,information)
develop a preliminary list of general, criteria which every special
education program and /br service must meet;

to share the proposed liSt of criteria -withfohers in the
internal special education leadership structure/1in the regional/ '

state special education leadership strupcipre, in parent/consumer
organizations, and with principals;

to revise, as appropriate, the proposed list of general
-- program criteria based on input from others;

. to gain app, oval from superordinate administration for the
-revised list of general program criteria;

to develop a pkeliminary individual program or service design
prospectus, ihcorporating both the genTral program criteria and
factors idiosyncratic to each program;

, to share the proposed progragliodesign prospectus with both
internal and external expertsor knowledgeable persons in the pro-
gram or service area under consideratioft, with superOrdinate
administration, and with regional/state special education adminis-
ttators, and to gain their input to the proposed program,design
in an drganized manner; and,

to revise; as appropriate, the proposed program design prospec-
tus based on input from others.

Also included in this objective:is a written assignment, required
readings, a recommended reading list and an evaluation.

- aa,P=a,a3.32-a-a allaaa . ',PT-, al-aa-ar

WRITTEN ASSIGNMENT 1

l.. Select any special education program of your choice (i.e.,
the speech therapy program in your district, or a special
project, or the MR program) and conduct'a discrepancy
evaluation of that program based on the criteria for prb-
gram models-listed-in the required reading "Models for
Programming: A Perspective." Indicate whether each of

the criteria have been addressed by the program and, if
not, indicate probable reasons.

2. Give three reasons why you, as director of special programs,
financially' support a program t4t results in services being
delivered to the handicapped child because the regular Blass

teacher has been provided support services.

3. Compare and contrast the costs,personnel requirements, and

support systems' required of a center -based, early education

program for handieilved children and those required Of a

program that focuSes on home-based training:,

PD V-3
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REQUIRED READINGS

1. Johnson, R.A. Models for alternative programmingy A
perspective. In E.L. Meyen, G.A. Vergason & R.J.. Whelan,
Alternatives for teaching exceptional children. Denler:
Love Publishing Co., 1975.

2. Johnson, R.A.,MGtOss, J.C., & Weatherman, R.F. (Eds.).
Leadership seriA in special education: Right to an
education mandate (Vol. III). Minneapolis: University
of Minnesota, 1974.

Vol. III

Implications for Training--M.C. Reynolds, pp. 93-120.

ImpaCt on University Training Programs--J. thaffin, pp.
121-125,

74S
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REQUIRED READING
,

1

V.

MODELS FOR ALTERNATIVE
PROGRAMMING: A PERSPECTIVE*

Several issues -related to the development, and utilizationof
models for,programs in'the education of the-handicapped are diseased
in thfs reading.

The. first issue is the need Tor more definitien,an4rscientific
rigor'in designing and communicating model programs and practices.

4 The second issue relates to.the.urgency of the task. The

profession is being - pressed to providefuli service to.all the
handicapped and to prOvide'thati,service. with the major ethphasis

on,docuthentatibn. Also,services must be giveh to.ensure that
the doctrine of least, restrictive alternatives and other court-
mandated safeguards kre applied. Given.the urgency, there must 1Na\%

not only a defining of model programs and practices, but aso
communication-and disSeminatioh of these pgogralp and practices in

41 .

in understandable manner.

,
The final issue'discussed is the need to stand4gdize a

professional communications base, through the usef a suggested
Classification schema. This schema Je.based on the assumption
that certain types of information would be helpful to the potential,*

-consumer (director Of special education, school superineenAmt
teacher, etc.) and that three of the mosp importaht are mtder 7/

type, model focus, and modil comprehensiveness. Of these, mOdel
comprehensiveness ieritical, because-it is established by
analysis of the degree to which a particular model program of
practice meets'severea criteria,* including the presence of a
defined client decision- system, the riseof functional descriptions
'in defining client populatidn, and others.

As special education becodes lore complex and as various ideas

ancl*practices increase geometrically, there will be a'need to

,

(
*

--'
A .

., .

. ,Johnson, R. A. Mgdels fOr alternative progcamming: A perspective.

In E. Meyer-, G. Vergason & R: *kiss, Alternatives for
teaching exceptional children: Denver: Love PuhlishVg .

Co .,(1975. (Summary)
..t

. v

') r- '
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have some rows of 'sorting out *del programs and "practices' for

replitation purposes. Theeirry;_there will be a need to ..

standardize a professiessUcommunications base.

\

4
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AltD. JIEQU READING'
,

A

*

(See Suppledental Hargbook for tiNis'requirement.4r ).
_

*-1',Iohnson, R.A., Gross, J.C1., 1-Weatheripn, R.T. (Eds.). Leadership
eries:in special education: the right to an education mandite
Vol.' III). Mlitneaporls: Utiversity of Minnesota; 1974.

4 a

Implicatlns for Trainift-7M-Reynol s, pp, 93-120.
#4, .4

Impact on University Training,Programd-7J. Chaffin, pp. 1210r125:
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NAME

'Vampleie this evaluation
below and meturn.it with
is provided.

AFECTIVOTITLE

4

%04..\DATE..7_

form based on the exercise(s).you have listed
yourssignment' fos.thia section. In envelope

'

EXERCISE NU4BER(S)

IFACISE PAGE ,NUMBER(S)
; ..3

/pi COURSE MATERIAL - coitule the

meta witheach statement.
.

4

e

c's

.

response indicatidg your level of agree-
.

4.,

1: The course .material_ is well
Organized and developed in
coherent sequence.,

2. The length:and scope of the, ,

,course matefial was adequate.

3. The course material clearly .
cOnVeyed abstract concepts

gad.theortes.

fcally, the, course material
rovided me with learning and

;learning tools,whill wire,nel
to me,

4'

5. The svle Of writing was cltar,'
concise end interesting.

6.,._The course material provided,
sme wAh-activities which .wet
practiapkIhd not make work

4 -*

7. :11;e'course material.ii
closely related to the.

. 'Abjectivel.:'

4

-°

It

1

1

.

.2

2.

.

2

.

..

,-

3

.

3i

3
. '

4

'-

4

,.5

5

'1 4 5,

.
.
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2 3 4
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,

.
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-

. 3 4 . -5
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.

What would you do to impFove, course material?.

or 1.

4s

,

II,REQVIRED READINGS w

1. fah ch reading in -he lesson did you find most helpfulC? ' (Indicate

.

,author and title or by number of reading) How were they.-

elpftil? (A few words; suit ps "background" or "understanding"

will be sufficient) ,

.

-./ °

.

2.

I.

A
.. --- ,
List zany' of the readings- that were not useful to you and tell

why they did not.-meet your need (The title _after the apPropri1', ate
-

. word will be sufficient): w ..04

'4
ad&.,_. . . o

Nothiarkew:;- .

Inaccurate:

Redundant:

Hard to Read-.
.

Hard to Understand: .'

t . ,

"3 Put a check in the proper,, space. I would recommend:
. .

, -. .

A) more or other, required readings

. -0
P B) fewer or other ,inquiredquired ieidings

C) no charfge in the requited' readings
. I.

,

2,, t



4. Would you prefer an assigned text(s)1

,

A) Yes

Wiii-Z--a4ayou.su4gest any?

III. WRITTEN ASSIOMADet* Circle the
agreementldith each (statement.

1

-t

e

a

response indicating your level'of

.

1. The assignment was clearly and
unambiguously stated.

2. The length of'time required to
Complete the written assignment
was reasonabje

. =

The written assignment. really
gave me an opportunitpto
show what I had learned.

4. The written
a make WOrk
something I

ASSI4nptnt.WaS .

activIky, it was
presently do.

S. W4St.wou2drdo,to improve
legson?

. Were other m
completiOno

Ave
,40 4

oblP
40 IV

r9 410

. 1

4

1

, 2

;

2

.

2'

4
,

*
4

3 ...

..3

-3

F

....

4,

e

.
'4

,

4
.

-
4

4
.

I

5 -,
.

.

5

5.

k

he written

Aerials 'required, ift'addit
f bAe:exercises? If.yes, p

'

7 5 5*

.

Assigtutinti; for this

4

Lot to thcise provided, for
leasg,list them. if

A
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PRE'FAC'E

.

PROGRAM DEVELOPMENT is bne:of the_ three courses in the Special .

Education Administrator-Training. Program. The tr./If/U.11g was develop4d

is part of'a three-year project, and dis-1.101e firatapplieatipn,,
of tile.competincy-based education,modet. Ti.J!'designed so that .

revisions can be 'made accordily to objeetivis and the instructional-
needs ofiehe participants. The student, course author and Ore/post
test assessments will, contribute to thssevaluation of this*maierfal.

competency, areas for the program'devel pment course were,
empirically derived from the job of the speei education administrator.
'Although additional competencies may be neede in a speeifid-podition;
the. following areas were determined esslitial for your perfermince on
the job:

Philosophy - --

/ Organizilffg for Plann'ng and Administration'
Decision System fdr eferrOl and Placement
Assessment of Progra Needs
-Pogrant Design *-

Implementation of PrOrams
Evaluation of Program Data

Each of the ab'oveshas been indepeniiently designed to that, the
program development course can be tailored to meet your needs. In '

additiOn., the Umpetency areas contain the necessary mareria.ls for
instruction- including course; author. material, wtAtten luzatiOns,
evalu4tion,-eampie forms, and. required readings. ',4%)"

Any,questions have or problems you encounter with'the-, '

'' instz4 ctional mater a1, should.he 'discussed with the field,censultant.

Thii w 11 facilitate your learning_and provide,input fOr modifying
the inqttuction to bttfer meet your needs as a.."special education

' administrator. ,
p. s,
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1.

of

IM.PLEMENTAfIph .PROGRAM.

INTRODUCTION
4.

F.

While effective implementation of any proposed program or
progrSd'modelis highly` dependent onthe comprehensiveness of the
program design or mod4; even the best design will not insure that
implementation within a school Organization will take place, or
that the implementation will net overtime distort the original
goals of the proposed program isan unintended manner.

Of critical importind:w4O effective program implementation
is the degree to which the chief administrator and his/her leader
ship staff understand and utilize various change models and change

' strategies. Change models or defined change processes serve as
the cognitive blueprint or guidance control mechanism for the
implementation of prograts.

Program implementation always means both izatiohal and

person - centered chpinge, and change, is,' not alway.. lcomed.,, A
, defined change model or, i§rocese cab serve as a rh. onal#touchstone

. not onlyas something'that can be evaluated from ti to-time, but

also as a meansof helping to pi*vene'orkSnikational and'Orsoa-
,centered resistance and emotion'from distorting or negating the
program implementation effOrt. Basically, the implementation of
a designed and proposed special education program from design,
securing of funding,'.employdient.of personnel, and selection of
clients is a political prOceis which can be constructiVely`impacted
by applic#tion of a defined and systematic change Model or process.

*,

-ft

B. liEIELS_ FOR CREATIVE CFA

Bpsicto any chinge operation are various assumptions on change,.'

Several of these assumptions follow (Johnson, 1973):

t,
PD VI-1
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Change is more than alteration in something. As defined by
Miles (1964), change is that which is willed rather than natural,

.., planned rather than haphazard, and specific rather than general.
Change is a process that; if it is to be managed so what is

. willed cgmes to fruition in both form'and substance, require'd
sgecific,ieadership attention and focus. .A specific person or
persons prkvy to and part of thesorganizatiori targeted for change

,-- must advocate and-manage processes and strategies for creating :

defined change. The content of the idea or innovation base can.be
externally evolved and ongoing external,technical assistance can .

be provided, but the implementation process must be constantly
advocated and managed by an internal agent. Many use.the terms
"content initiator" and "process initiator" to describe the differ-
ence between the person who defines the Content or substance of
an innovation and the person who initiates and gives substance .

to the process of translating the idea into practise. Otherdis-
. tinguish between nohdirected,and directed change.. ,.

1 ,Not all formal organizations are equally open to planned
,

Change, but allcan,be changed to some'degree through planned change.
strategied. A s a group, school systeis hhve'never been.particufarly
known for openness to innovation or change. The perspective that' ,.

all organizations can be changed to some degree:through planned- '

Jawing sttategiestisnecessary if the expectation for change ii to

be realized. ObViteusly, the rate of change in given organizations
will very'according to variables related to organizational readi-
ness, huch as those suggested by Gallagher (1965) and Johnsdn (1973).,

There is no one wag, to conceptuaiiie, direct or- Manage change.
Variaticihg in'types of presenting problem; organiiational readiness,,
style of change agent, availability of resources, and other factors,'-.
require the conceptualization and management of change in a somewhat

eclectic manner. Obviously,,-11though one does not always engage,in.

formal model-building exercises prior to initiating changeopera-
tions, one must beat least familiar with various theoretical and'
functional per's') ectives'and willImg to use of- existing models

that seem'to bs'ge ne and reasonahipt ation..'
..

NV,:

Many strategies or ModeldILwapprtOr tualizing and

'managing he'dhonge,procias areavailAb ss:will

depend-on'the setting or situa 'to des the continu-um..-of choices might be from fo define lannedchange
operations to very informal stra almost total* ad hoc 4hange

opefhtions. Other, important dim nsio inclide the #ihibility of -.

the changes expectlWand the sty e or manner in which target populg-
of change operatioft.! Styles range

0-

1k alf aspects of the change era-.'

rteed4 assessment to adeduct ve
and /or 'philosophy for an informa--..

do '-.are involved in any,aspec
from an.inductive approach, whe
tion'are derived through formal
!style relying on internal norms

. tion; base.
e,

.g t- .4

Several models for creating change are available: One such
model is the technical assistance process. Although external
technical assistance suirport'muSt assist personnel in the client

-76
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receiving,system to implement change, change -is most meaning-
ful whenthe.technical system_ does not function nor is pen as
the change agent. The-ahange-agent(s) must bi'internaloif change, a.

is to be managed as an ongoing systemic aspeQx of the developing
orgadrzation. ConseqUently, 4 Majot functidn for the technical
assistance team is ith* specific' training of internal change agents
in the design and mafiagement of specific changes and in skills neces- .

sary for the diffusion.of innovations or chdnges'throughout the total
system: The technical assistance support effort, therefore, can take
the form of assisting with the determination of priority needs and
strategies, and providing and coordinating training and/or other
technical resources as necessary.

The technical assistance process consists of the following eight

Phase*:

.: Preliminary Negotiations;
Needs Assessment;
Goal Setting;
Model Building;

Task, Strategy,-and Accountability Speciq.caiion.
!..(gia41.Impleme4talion

Outcome Evaluation; and /

Recycle..

.

All eight phases include genbric activities of'legi ion, Process
evaluation, maintenance or decision record,. task and strategy repro-*
gramming, and ditange'agent training. These activities Alt described'
beloK.1

/I"

1. IliGITIMATION

"To make legitimate" is,a process vital to creating change.

is
Sponsors, superordinates, subordinates, constituencies, and. others
all play varying rbles.in-provicling legitimation for specific change
goals and activities. Each prospective change 'goal and, all attendant
activities muSt be analyzed in terms of the teed for legitimation and
of legitimati3On aource4. Legtimatiqn activities are productivelyt
applied Ott only to formal organizational legittbtation but also to
securingpsupport of any other group or individuaVin a position to
.influence the proposed changi.

2. PRQCESS EVALUATION

Each phase shourld.include at least one review of process and,,
progress to date and the implementation phase should include process
evaluation sessions. Simply stopping, in a formal sense, to ask how-
this or that worked out, and are we on schedule and still target
specific, or to review aptions taken to ten.produces-the
insights' necessary to determine future steps.

,PD VP-3
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3. DECISIO$ RECORDING

A record of all assnmptions,Ainderstindings, and decisions made
regarding models, strategies-, assignments agreed upon, and the ,

schedule for action must be maintained; it is auseful tool for

verifying't t actions were taken, communicating to significant
others, and re erring to earlier decisions Or actions.

. 4. TASK AND STRATEGY REPROGRAMMING

-Any plan designed to create change in formal
/
organliattiona-'

represents,. at best, the best guesses of those originally involved,
and these,best guesges must be refined through-experiettes. Also,

. as a timetable very,often goes askew, it is important that at mod'

during.edch phase new timetables be diveloped.
1.

.5. CHANGE AGENT TRAINING.
I I

As discussed earlier, change needs specific-leadeighip atten-
tion'and focus, and external agents are not appropriate in that role

-ba,,ond a certain point. Most adininistrAkors, however ,high therkisk

quotient of change is-forthemg are generally:poorly prepared in .'

the use of chap strategies and they geed training in the use, of.

the strategies. nical-Assittance-Tunstiltauts_tust insure that

,every interaction with the internal. change agent is a learning or

broadening experience, and they mu#-tiain the ,change agent suff17
ciently to allow_independent applitationg in --the Absence of teChni-

cal consultation.

In essence, then;tba model supputayltem functilans as ajunnel
for or locus' of resources which are nIgItted to'assist any client

aystemln creating and managing change, and kdeierminer of tshe-
extent,and congiguration of necessary resources, based on xeCommendi-'

Ltion from-an internal technical assistance- -team hich i5.comvo4e01.-1. -

of both a specifAted, internal. -to -the systeX change agent, and a per-

.
son.or persons disignated.by the external, upport system.

- 4.

C. ',Ns, OF ..q.RIAL

The purposes of this objective is for the trainee .to develop the'

ability -to implement services and-programs ag.designed.services -
*--

In order.to accomplish the above goal, this competency area

will aid the train4ein developing the following:- .--.'

'

71;4
PD IV-4

- %

or



t.

-0

--,=

r

.

.
* ."

to EfecurektapprovalYiutilizing the written 'program prospecti,

of superordinate adMinistration to deVelop forital budget ltiests;
_. ,

to.-develop preliminary budget reqUests and review wit super-
,

.... ordinate administrator and others as appropriate;
.1. to revise original budget requestand_submit consi'sterft 'with ,

defined process and procedures, Jar as arranged; . -

,' ..- . to develop a detailed implementation-activity plan for each

' Program; including specifigation.of-ac44vity accountability and
timetable; . .

. to provide orientation ,acid information abbut the specifics of

the implemtntationlelail for all persons directly invitived/accountablfe:

for.taske or activities within Ule plan; and, =

't 'to carry out im Paaentation and to revise at required by eublie-
quent inforiatiin and/or,events.

tit'

IlThe followin taterials include a written'assignment, required
readings, a recommend?d reading list and an `evaluation of this

objective. . ,

.

4
t

WRITTEN ASSIGNMENT

=\ .,.1..._ The _following statements: are made` about Independent School

District 4000 and its'specialAucation division. ,-

/. 411
.

,. The .school system-is under court order to desegregates,,
has had a unionostrike,_has probleis with aging facili-''

. ties, is in a fiscal Illeepe, and-has declining enroll-
,. _.

ments. , = .

b. A little over 10 percent .of the total school budget is
allOcated,for,special educatiOn programs: The majority

of thp..alication ta,used for instructional'program
resources (with the'femainder for support services such

, as school piycholdiasta, social rrkers, adriinistration.)
ni C'. . In 1970, leadership assipments within the specialedp 7

. tion dividlon sire made to reference to specific catego
. , of handicap and usually.fiLiedb5, persons'OlooJere ,

trained as teachers of a category area._ There was a--.,,

heavy reliance on special class option.
.

:

. -

2.

How do these observatiOns match with the'Curientadministra-
tive organization and noirim delivery.mbdel used, iD your

district;, . -

. ,-.
i. .. - 4

.

There were at least tVb reasons for restructuring,Independent .

Schgbl District opecialeducation administrative arrang4.-
S4

ments. . . _ - ,

a. lhe_leadership structure was out of phase with pdtual
program delivery and4futilre plans for decategoriza.Mh.

_

PD VI-5
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t

h. The current leadership §trucAurelkid not minimize,the
impact of labeling Of reduce reliande on special classes
and further required general education administrators to
interact with Ox to seven different speFial education

supefVisors "depending on, which category fhe problem
could be forced. in'to:"

What is your reaction to thea6 reasons? Are -there my other
reasons fOr.decategorizing a speciall educationAleadersh6
system?' What are the particular reasons that might apply in
ybur district?

3. Write one possible' effect (imPilicapion) for each of the. six
basic assumptions for managing the change from a categorical
system. , 1

a. The major issue was'to dev elop a structure that would
maximize the life chances of handicapped children. -

b. The phrase "reorganization" rather than "decategoriza-
tion" implied more total efforts than "mere shuffling
of titles."

c. ,Properly organized leadership resources (even only 5
percent of the special education resoutzes) are funda-
mental to creating systetic change.

d. Change-leads to personal and organizational trauma
which would generate overt and covert efforts to dis--
ctecrit or retard 'change.'

e. Reorganization itself. would not solve the problems of
labeling, lack of due process, et., but would provide
a more defined basis .for addressiWg the problemsft

f. Current leadership personnel were adequate. (The reor-
ganization would not require new people.)

REQUIRED READINGS

I. Johnson, R.A. Change strategies for special education. In
R.A. Johnson, J.C. Gross & R.F. Weatherman (Eds.), Leader-
ship series .in special'educaXion: Decategorization and
performance based systems'and special educatiop in court
(Vol. I & II). Minneapolis: Vniversi,ty oft Minnesota, 1973.d

r

o 766

PD. VI-6



Ic

4

t-
0

REtiJ I RED -READINGS

4

°

4

767

o

46-



4

REOLIIFEDREADING

1

Supplemental Handbooks for this requirement.)

Johnson, R.A. Change strategies for special education: In R.A.
Johnson, J.C. Gross and RAF. Weatherman (Eds.), Leadership series

if in special education: Deeategorization and performanced based
syatem and special education in court (Vol. I SII). Minneapolis:
University of Minnesota, 1973, pp. 56 -64.`
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EVALUATICAI

DATE

8

Complete this evaluation form beefed on-the exercise(s), you have listed
below, and return it with your assignment for this *section. An envelope
is proiided.

OBJECTIVE TITLE

=Ran NUMBER(S)

itEERCISE PAGE NUMiER(S),

I. COURSE' MATERIAL - Circle the responde indicating your jewel of agree-
ment with each statement.

1. The'course material is-well
organized and developed in

0. coherent sequence.

2. The length and scope of the
course material was adequate.

3. The course material clearly .

conveyed abstract concepts
ana theories.

4. Basically, the course material
provided'ae with learning and-
learning tools which were new
-to me.

3. The style of writing was clear,
concise and interesting.

6. The course material provided
mg with activities, whIch were
practicer and not make work
activities.

/.' The course' material is
closely related to the '

objectives.

7i0

. . 4

1 2 3 4 . 5

,

1 2 3

3 4 5

, -

3 4 '5-

2 . 3 4 5

1- 2 3 '4 5

1 2 \ 4 . 5

i



4

What would you do to improve this course material?. .

ir. .REQUIRED READINGS

1. WhiCh reid143 in the lesson did you find most helpful? (Indicate

by author and title or bnumber of reading) How were thsy

helpf4? (A few words, stch as "background" or "understanding",

wil.1,be sufficient)

2. List any of the readings that were not useful to you and tell

why they did not meet your needs (The title after the appropriate

word will be sufficient);

Nothtng new:

Inaccurate:

Re4undant:

Hard to Read:

Hard'to Undeistand;

3. Put a check in the proper space. 1 would recommend:

A) more or other required readings

W
8) fewer or other required readings

C) no change in the required readings .

.

771
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r

4. Would you prefer an assigned tent(a)?

s a
A) Yes

11) No,

If yes, can you suggest any?

III. WRITTEN ASSIGNMENT - Circle the response' indicating yoUr level of
agreetent with each statement.

4
000 l

go

b4 9

I.- The assignment was'clearly and
unambiguously stated.

I
2. The length of time required to-

complete the written assignment
Via reasonable

3. The written assignment really
gave me' an oppoftunity to
show what i had learned.,,

4. The written ass4nment was not
a make work activity, it was
some I presently do.

. I
1 2 3 4

4
1 2 3 41 5

1 2 3 4 5

. ,

1 2 , 3 - 4 5

. -

S. What would you do to improve the written assignments for this
lesson?

6. Were other materials required, in addition to those provided, for
.completion of the exercises? If yea, please list them.

s.

772.
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- PROGRAM DEVELOOMENT is one of the three courses in thy Special
ucation AdMinistrater Training Program. ''he training, was developed

a. part -of a threeyear projct, and this is the 'first application
of he cbmpetency based education model. It is designed so that
re .Pons can be made according, o objectives and the instructional
need ofthe.participants. The student, course author and pre/post
tesi mgnts- will contribute to the evaluation of this material.

ThNsseccompetency areas ftr the program development course were

.

eipirica derived from the job of the speeial education administrator.
Although Nditional competencies may be_needed in a specific position,
the follow areas were delermined essential for your performance on

Special ucation Pliilosophy

OrganiZin. for Planning and Administration
Decision S tem fcir Referral and Placement

Assessment \ Program'Needs .
1

Program Desi ..,

implementatio of Programs
\

.

Evaluation of °gram Data

\'Any quedtions you ha Or proklems-you encounter with the
instructiohal material_ sho\, be discussed with the field consultant.'
This will facilitate your Jrning and provide input for modifying

Each of the abo
program development c
addition, the competen
instruction-- including

evaluation, sample forms

has been independently-Oesigned so that the
rse can betailored to meet your needs. In

areas contain the necessary materials for
urse author material, written questions, '

..and required readings.

the instruction to better me your needs as a ecial education.
administrator,

Ab.
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B. ,EVALUATIQN MODELS

C. REVIEW OF MATERIALS

WRITTEN. A4S IGIIMENT

REQUIRED

4 \

y.

2.

I.

0

$ .0 1

.... .0 --

. 2

. 3

INGS ... .. . . .

-1. "An Historical Overview of Systematic Approaches to

.,Obs;ervation in 442ok Settings". . . . . . . 7

.

3

41,

4 / -14V

..
6 W. . \

"Systematic .Clbservation Schedules as Measuring rJ,., (
instruments''. . . - 9

-.,

"Creat4,ng and Evaluatj.ng Remediatiohfor

,

the Learning

-Disabled" r . ..

4.
xi

"Special
a"

bn: Assumptions; techniques, and
t EvAluative Cri , A . ..

5. "Accountability and Special Educati

2.-.EVALUATI011

4

4

7.77

e.

4,

V.

.
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, VALUATI,OiN OF

P-R 0 R A M. D'A I' A

A'

A; INTRoDuctioig

1 .4

The purpose-of this objective is to give the trainee the
dbility to:evaluate service le program options alidto utilize
this evaluation data ill makinlipKogrim and service modifications.

In order to achieve the above goal, the following material
must be explored and,inaily, accomplished:

to review and analyze various methodology and systems for
evaluating both' organizational and individual client status-and
Progress; .

4
to develop a preliminary written plan of design for cOntinuous,).

evaluation of the total. special education effort, of individual
grogram efforts, amd for client progress;

to share °this overall. evaluation design, for purposes of
information and input, with superordinate adtiniatption, with
internal_ special education adiinistrative personnel, with regional/
state special education administrators, and with others as appropriate;

to revise, as appropriate, the preliminary evaluation dea,ign
based on input from others;

to gather and organize the resources.and personnel required to
conduct the designed.evaluation'froces4; and,

to develop a communications and decision system through which
process, product, and outcome evaluation,data on the total otgani-
nation, on individual programs or services, and on clients can' be
received, 'analyzed, and acted on fOr purposes'of improving the

. .

totalspecial education effort.

Also included in this.objetive to aid in further understand-
ing of the above material, is a written assignment, required readings, """`.,

a list of recommended itadings, and an-evaluation sheet for this
competency area.

k
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PAWATiON MODELS

One cfiticxlvariableof a total special'education system (TSES)

is supported by thik rationale:.

Ark educational program that is accountable is an
education priligram that, can, at any point'in time, give

t evi nuece that. it is_ meeting_the needs of the students
f, enrolled in the most economically efficient manner

possible. Such'a program has current and reliable
data to show student needdand,student progress 'and .

PTeoise information xegerding cost. Such a System

is called-evaluation. The current ,llstatb.of the art"-

in educational evaluation is'in the emb nic stages.

A concerted effort must be made to advan from this

stage to one of sophistication and reliability.

The "state of 'the art" in special education program evaluation in most

school districts is AuIte Unsophisticated. Most districts have no

defined, operational evaluation system for assessing process and out-

come. Some districts have attempted child-centered 'outcome evaluation,

aand a few are conducting evaluations of Process and procedure. In,

Minnesota the TSES proc.4s will be helpful it encouraging districts
to develop systematic evAukti9n plans which utilize both process -,

and,outcome data.

',Systematic and comprehensive evaluation programs cost money
and require personnel with special training. Most"districtshave
almost no evaluation money budgeted for general instruc4on.evtlia- '

'tion,, and have no budget for special educaeion programevaluatiTE.
Also, most special education administrators are not-trained to
design ,and mange-program evaluation systems.

Each special education admInistrator, however, has the respon-

sibility to ensure that an ongoing evaluation system is designed
and maintained for an evaluation system, and a means for utilizing

evaluation data is essential to ongoing renewal of program and_
organizational goals, objectivel and operations.

,

Several major /stead which need ongoing evaluatign
Special education'effort are organizational goals, the planning,
process,liscal and personal management systems, information and
communication systems, child study_ancr --individualized program plan-
ning systems, interatenty cooperation and coordination, and student

growth.

Methods and models for evaluating these are'avallable in most
texts on educational evaluation, and tlie most useful of these

usually focus on evaluation of .the total system, including evalua-

tion,of process, prodUCt,,and outcome.

PD VII-2



An evaluation model involving an internal/external evaluation
team has been utilized by the Minneapolis Public Schools for a four -
year longitudinal evaluation of its renewed special education

division. This model, utilizl.ng a team consisting of two infernal
special educationledministrators, one external to the district
special edVcation adMinistrator, and three special education profes-
somfrom three different training institutions, was used to both
design and carry out a major evaluation system effort. This approach

is known as the adhoc evaluation team approach.

Other possibilities fbr designing and conducting evaluations
of the special education program effort"include the following:

use of a single external evaluator or evaluators employed for
specific evaluation tasks;

the employment of a full-time evaluation specialisa: within

the district;
the "borrowing" of time from the,local district evaluation

department if one exists;
the use of volunteer citizen evaluators; and,

I the .training of each supetvisor/consUltant to design and con=
duct ongoing evaluations of his/her program effort-.

1W1eremer evaluation is conducted solely on an internal basis, however,
a certain degree of impartiality is usually lose, and evaluation

findings may lack credibility. On the other hand, evaluations Con-
ducted solely by external consultants may lack relevance and useful-
ness to line administration, A combination of internal and external

evaluation efforts compensftes for these problems but is generally

more expensive ayd time consuming.

C, REVIEW OF MATERIALS

With the presentation, of evaluation materials in Section B

above, and the inclUsion of a written assignment, required and
recommended readings below, the trainee should be able to evaluate
service and program options and to utilize this evaluation data
in making program and service modifications. "..*

WRITTEN ASSIGNMENT- .

1. Design an evaluation system for theleciel education
program in your, district or for any district of your

choice. Indicate fiscal and personnel requirements, and
provide for evaluation of special education goals, pro-

cesses, procedures, and.for student outcome.

V
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REQUIRED READINGS

1. Altandt,`R.M. An historical overview of systematic approaches
to observation in school settings. In R. Weinberg & F. Wood

2 (Eds.,), Observation'',of pupils and.teachers in mainstream end

special 'educatiSh settings;,, Alternative strategies:. Minner-

apolisr U iversity of.Minnesot4, 1975.

2. Medaey, . Systematic observation schedules as measuring

instrumen'6. In R. Weinberg & F. Wood (Eds.), Observation
of pupils, and teachers in mainstream and special education

Settings: Alternative strategies. -Minneapolis: University,

of Minnesota; 1975.

3. Minskoff, E:H. Creating and evaluating remediation for the
learning, disabled. --In. E.L: Meyen, G.*-Vergason & R.J.
Whelan (Eds.),-Allternatives for teaching exceptional- child-

,

ren. Denviiv Uwe Publi.shirig Co., J975. ,

,

4. Quay, H.C. Special education: Assumptions, tedhniquet, and
evaluative .criteria. Exceptional Children, 1973, 40(3), 10=

470., , _

4w
Weatherman;'R.F. Accountability and special' education. Un-

published manuscript, 1973. (Available from the University*

of Minnesota).
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/ REQUIRED READING

9.

1

A HISTORICAL OVERVIEW OF SYSTEMATIC

APPROACHES TO OBSERVATION IN SCHOOL'SETTINGS*

.1he main purpose of this reading'istto review background and
discuss reasons why systematic observations within a classroom

environment are important. Reasons foi classroom observation studies

are analized along with student outcomes. The author supports a

checklist to be able to determine the stability of leadership/
followship behavior over time and across) settings. Observation

.offers the promise'of not only assessing both process and outcome
separately but-also discernin, relations between the two and
ultimately helping, to determine what-ard and what are not significant

educational dimensions. F,

AnpoverView of four perspectives is included in the reading:

ecological psychology,..
ethological research,
interaction. analysis, and

behavior modification.
,

Also discussed are studiep that need to be done depending upon
cfth.fying purposes and local needs before tools and procedures

can be'selected with finality. Several kinds of studies were

suggested:

behavioral surVeys,
program monitoring,'
situational response studies, and

, case studies of individual pupils.

It moat important that concern is given to objective data

that accurately describes whatever is being reported and studying

ong6ing activity under reall-lifi conditions.

Brandt; R.M. An historical overview of systematic approaches to

f observation in schal settings. In R. Weinberg & F. Wood

(Eds.), Observation of pupils and teacher in mainstream

and special education settings: Alternative stritekies.,
Minneapolis: University of Minnesota.; 1975. (Summary)
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IQUIRED READING

2

IS

SYSTEMATIT OBSERVATION SCHEDULES
AS MEASURING INSTRUMENTS*

°

Measurement of claSsroom behavior can be achieved only to
the degrfe that its observation instruments meet the standards for
scientific measuring inetruments. ,A Nod measuring instrument 4

must be objective, reliable, valid and pradtical.
.

This reading includes a discussion of objectivity, reliability,
validity and practicalityppdinting put the meaning of each
property when it is appIlad do an ohservation'qystem aria makes,
suggestions about what can done to ensure that a system possesses,

each given property.

Agreat deal can be do'Oe in constructing
devising scoring keys toenbence the system's
measuring instrument. The constructor isfrep
importance df objectivity as t goal in'tfte ear

project. Similarly, the investigator, tryin
constructed instrument; can concentrate on o
.the nature of the scoring keys available.

a category System and
usefulness as a. -N /

to emphiitize the

1)( phase of the

to seledt an already
ectivity rather than

"
The phase in which scoring keys are devised provides another

Opportunity to upgrade the study by bringing all the available",
experience; wisdom.and creativity to bear 6n the problem,of defining
meaningful scoring keys to capitalize on the objectivity,of
the instrument.

,,

Medley, D.M. Syitematic.observation schedules as measuring

instruments. In R. Weinberg Et'F. WoOd cads.), Observation
of pupils, and teachers in mainstream and special education
settings: Alternative strategies. Minneabolis: University

of Minnesota, 1975.(Sumpary)
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RENIRED READING :

A

P

6

CREATiNG AND EVALUATING REMEDIATION
-- FOR THE LEARNING DISABLED*

This article lists-tWelve guidelihes for Creating and modifying
materials that are practical, easily understood,-and applicable
to all children,'regardlese of label,.. Teachers will'find these

guidelines most valuable, In addition, the article features a
.dimensiOn oftenoveriooked-:-evaluation. Specific stepsArk N

provided for teachers'to employ to determine whether in ructional

practices are Working and to what extent they are eff tivt.

the major issue here is whether or not the conclusions reached
'.by the researcher are merited on'pe basis of the results of the
otudy. Unforkunately,same researchers find that certain methods
and'mAterials work for only some children, yet they cbnclude that

4 this form of remediation is appropriate for all learning disabled

dhildteh. Cbnversely, if remediation is found no to be effective

with children in a study, if shouidAnotfollow that such femediation
wouldbe ineffective with all learning disabled children. When-

ever there is complete acceptance or complete rejection of remedial
methods or materials from the findings of one study, then ode-must
seriously question the conclusions. The learning disabled are a
heterogeneous population; th4refore,some of these children will
profit from certain methods and materials' while others will dot
benefit from these same methods and materials.

The question to be answered by studies purporting to evaluate
yarious kinds of remedlaeion is, Whit type of learning disabled
children will profit from what specific remedial methods and

materials? This is, indeed, a complex and challengi4 question,
,b4 one designed to tighten and refine the nature of both research

1 on remediation'as well as evaluation of such research. Once

the'answers to. this question are forthcoming, it will be possible
to educatiOnally meet each learning disabled child's unique needs.

*
Minskoff, E.I. Creating and evaluating remediation for the

1

learning disabled. In E. L. Meyen, G. A. Vergison &
R.J. Whelan, Aliernatives for teaching exceptional childred.
Denver: Love Ptblishing Co., 1975. (Summary)
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1EQUIRED READING

SPECI4 EDUCATION: ASSUMPTIONS,
TECHNIQUES, AND EVALUATIVE CRITERIA*

Cu1, mnt conceptions about the nature of educational
exceptionality are examined.- These very different conceptions
have formed the basis for three types of remedial approaches
to the same manifest educational handicaps. ,In some instances
these recommended approaches are either theoretically 'or practically
incompatible. Criteria for the evaluation of the effects of
remediation Ore seen to vary in terms of to generality or
specificity of the outcome and the temporal interval between
the/ remedial effort and the desired effect.

Work Lathe development of short term Apesific perform:ince
objectives, for, education is clearly on the rise. While these
shbrt term specifiecriteria need to be related to'Ionger.term
goals for the development of individual potential in a democratic
society, their, coming Importance in the fssessment of special fi

education'programs cannot be ignored.

I

Query, R.C. Special education: Assumptions,'techniques; and
evaluative criteria. Exceptional Children, 1073,-40 (3),
165-170. (Summary Z
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REWIRED READING
,

k.

ACCOUNTABILITY AND SPECIAL EDUCATION*
:4

1.0

"Accountability" in the field of education has come about*
thr(bugh a concetn of the public; not only should children be held

accountable fortheieperformances, bUt educators and educational
systems shouldualt be held accountable for their performance and
outcomes of school systems.

The term of "accountability" has a variety of meanings which
were discussed in this reading along with the implications attached
to those meanings. Bedause this is a new and emerging term'in
education, it needs much more expansion if any precision in meaning

.6 is to be achieved. Two factors that should not be part of account-
,

'ability are:

It should not be crisis generated--"putting out
fires" without consideration of long -range goals or objectives.

It.should dot be highly informal programs decided upon
feelings or folklore.-.

Some of the elements of accountability should be:

Decision making in respect to resource allocation is dependeqt
upon coat benefit analysis:

'Feedback are based on some objective form of measurement--not
just an eiralVation of student performance but of the instruction
process to.

Ind duals, schools, and other education agencies-s uld be
accountable to a number of different populations.

Schools should be accountable to parents, taxpayers, chers,'
.school superintendents, government agencies and students.

Weatherman, R. F. Accountability and special educatiOn.
Unpublished manuscript, 1973. (Available from the,University
of Minnesota.) (Summary)
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'Educationk goals were discussed as
general in terms so'that it is difficult
and precisely; goals which one tries to m

jiplOg measurable terms and must be decide

agreed upon goals. Most importantly, the
achievement must be assigned as nearly as

assigned. In summary, accountability as
is clearly identified, is measurable and

PD -16.

ing frequently too

o define them completely
Asure must be translated
upon a foundation af.mutually

responsibility for go41------

possible and be definitely
form of responflbility

ssignable. t =
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'EVALUAT I ON

NAME DATE

Complete this evaluation form based on the exercise(s) you haVe listed
below andreturni.t with your assignment for this.sectiod. An'envelope
is provided.

OBJECTIVE TITLE

EXERCISE NUMBER(S)

EXERCISE PAGE NVIMBER(S)

I. COURSE MATERIAL - Circle the,response indicating your level of agree-
ment with each statement.

1. The course m exial is well
organized end developed in
coherent sequence.

2. The length and scope of the-
course material was adelquate.

3. The course material clearly
conveyed abstract concepts
and theories.

4. Basically, the course material
-7 'provided me with learning and

,learning tools which were new
"to me.

5. The style of writing was clear,
concise and interesting.

6; The course material provided
me with activities whidh were
practical and not make work
activities.

7. The course material is
closely related to the
objectives.

M

l 3 4 5

2 3 4

.

,

.

2 3 4 5

1 2 3 4 5

I.,

1 2. 3 4 5

1 2 3 4 5

1 2 5

Id"



.;#

8. What would you .do to improve this"course material?

.II. REQUIRED READINGS

4

1. Which reading in the lesson did you find most helpful? (Indicate
by author and title or by number of reading)' How were they
helpful? '(A few words, such as "background" or "understanding"
will be sufficient)

, 2. List'any of the readings.that were not useful to you and tell

ti
why they did not meet your needs (The title after the appropriate
wbrd will'be sufficient):

Nothing new:

Inaccurate:

Redundant:

Hard to Read:

Hate to Understand:

3. Put a check in' the proper space. 'Amid recommend:

A) mere or other required readings

B) fewer or.other required readings

C) no change in the required readings,

711
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Si,

41:' Would you prefer an assigned teet(e)?

Tes

.

If yes, can you Suggest any?
. s

,

1

III., WRillEN ASSIGNMENT -Circle the response indict your level ot
agreement with each statement.

4f;47

1. The assignment was clearly and

. unambiguously stated.,

2. The length,of time required to
'complete the written assignment

*as reasonable

3. The written assignment really
gave me an opportunity to
,show what .I had learned.

4. The written assigntent was' not,,

a make Workpactivity, it was
somethincI presently do.'

.

* iFf

I, f

.

S. What would.you do to improve the ea assignments for t

lesson? ,
,

*2. .

14

i; rAtre other mate required, in addition, to those provided; .for

. completion of the auras's?, If yea, please liSt them. ,s, -

is

;

4

,;.1

*1

4 c7


